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Revision History

RECORD OF CHANGE
Revision Number and Date Sections/Items Updated
Rev. 1, 1/27/03 Final Version 1F
Rev. 2, 2/4/03 Corrected NRCS 800# and RealOne install
instructions

Rev. 3, 3/19/03
Section 2.2.1 — Changed reference to the wording on the logon screen.

Section 2.2.4 — Removed reference to error messages as the domain login.bat script has been
changed to trap error messages.

Section 3.4 — Added Restart Procedures

Section 4.2.1, Step 2 - Added the steps to change the Screen Power Saver.
Section 4.4.1, Step 1 - Added additional information.

Section 5.1 - Revised information on the directory structure of the C:\ drive.
Section 5.4 — Added a note at the end of this section.

Section 5.8 - Added a note at the end of this section.

Section 7.2 - Changed Heading to add PC-PRCH.

Section 7.4.1, Step 12 - Text changes.

Section 8.2.2 - Added a reference on virus scanning a diskette. Added a new file location for
the Log file for Virus scans.

Section 8.5.1, Step 6 - Added an additional note.

Section 9.6 - Added steps on how to map a shared printer to LPT1 and how to check to see if
one is already mapped.

Section 11.2, step 11 - Corrected step.
Section 12.1 and 12.7- Corrected the screen print.
Section 12.6.3, 12.6.4 and 12.6.5 — Added these sections to the guide.
Section 15.2, Updated Dialup Networking Instructions.
Section 15.2.1 Added instructions to add DNS entry.
Section 15.2.2 Added Note about Mapping H:\ Drive
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Revision Number and Date Sections/Items Updated

Version 4 — 7/25/2005

Changed the name to Windows XP User Reference Guide.
Removed references to Windows NT - Done

Section 1 — Obsolete. Modified and updated text.

Section 2 — Starting Up and Logging On
2.2.1 — Added reference to the Aglo Domain.

2.2.3 — Revised emphasizing the importance of logging off the logging back on after changing
the password.

2.2.4 — Removed — Log on Messages — Referred to Windows NT. Need to revise section
reference.

Section 3 - Logging Off and Shutting Down

(3.1 & 3.2 — Removed reference to clicking on the screen saver and added reference to the
Lock Workstation button on toolbar. Emphasized the user should (must) lock or log off the
computer).

Section 4 - Introducing Windows XP:
Replaced screen prints.
4.2.1.1 Added — Screen Power Settings.
4.2.1.2 Added — Accessibility Settings.
4.2.2.1 Added — Adding Applications to the Pinned Items List.
Removed Section 4.3.5.2 and Section 4.4.
Section 4.4 Added New Section — Customizing the Quick Launch Toolbar.
Removed old 4.4.1 — Setting the Office Shortcut bar to Auto fit into the Title Bar.
4.4.1 Added — Moving the Quick Launch Toolbar.
4.4.2 Added — Adding Shortcut Buttons to the Quick Launch Toolbar.
4.4.3 Added - Deleting Shortcut Buttons on the Quick Launch Toolbar
4.4.4 Added - Restoring the Quick Launch Toolbar
4.5 — Added note on using external floppy drive and add usb removable storage.
4.6 — Canceling a Task - Added a Note.
4.7 (Added/replaced) — Formatting 3 ¥z Floppy and USB Removable Diskette.
4.8 — Copy Files to CD - Modified text and added screen prints.
4.9 Added — Erasing Read/Writable CDs.
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Revision Number and Date Sections/Items Updated

Version 4 (continued)

Section 5 — The USDA Network

5.2 — Drive Partition/Mapped Network Drives - Added reference to USB and
Internal/External A:\ floppy drive.

5.3 — Using the H:\ Drive - Need to add how to copy files from the H:\ drive to
c:\home\first.last on laptop? Copy the .pst file to c:\nome\first.last\outlook folder on laptop.

5.4 — Using the S:\ Drive - modified note and replaced screen print.
5.7 — My Network Places - Added screen print for Detailed Network Card IP Information.

Section 6 — Accessing USDA Applications - Replaced screen print.

Section 7 — Remote Connectivity and File Transfer
Removed Section 7.1.2 — UnixWare Telnet and added NFC Direct Access.
7.1.2 Added — NFC Direct Access.
Removed Section 7.2 — Transmitting PC-TARE and PC-PRCH (RD).
Removed Section 7.3 — Transmitting PC-TARE (FSA Users Only).

Section 8 - Non-USDA Software Applications
8.1 Added — Adobe Acrobat 6.0 Standard.
8.1.1 Added — Convert to Adobe PDF.
8.2 — McAfee Use and Updates - Modified text.
8.2.1 Added — Check Definition/Data Files.
8.2.2 Added — Performing a Manual Update.
8.2.3 Modified — Performing a Manual Virus Scan.

8.4 — Remove Real One Player and replaced with Windows Media Player (Additional
Configuration).

8.6 Added — Quick Time Player — Configuring the Connection Speed.
8.7 Added — ArcGIS 9.0 Desktop Reconfiguration

Section 9 — Printing - Revised — Need to modify more.

Section 10 - Using Internet Explorer
Section 10.1 — Referenced the removal of accessing Favorites through Outlook.
Section 10.1.1 Added — Adding Favorites to the Outlook Menu Bar

Section 11 — Using Netscape Navigator
Section 11.1 — Added Profile configuration steps.
Removed Section 11.2 — Configuring RealOne Player (Netscape Configuration).
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Revision Number and Date Sections/Items Updated

Version 4 (continued)

Section 12 — Using Microsoft Outlook (E-Mail)
Removed Section 12.1 — Configuring an E-Mail Account.
12.1 Added — Using Outlook/Exchange in Offline Mode.
12.2 Added — Schedule Automatic Send/Receive Synchronization
12.3 Added — Adding Favorites to the Outlook Menu Bar
Removed Section 12.2 — Using Multiple E-Mail Accounts.
12.4 Added — Changing the View in Outlook.

12.5 - Sending/Reading E-Mail Messages — Modified and added reference to Connect or
Work Offline.

12.6 — Organizing E-Mail — Modified text/screen prints.
12.7 Added — Deleting/Recovering Outlook E-Mail Messages.
12.7.1 Added - Properly Deleting Outlook E-Mail Messages;
12.7.2 Added - Using “Recover Deleted Items” Tool in Outlook
12.7.3 Added — Best Practices on Deleting Messages.
12.8 Added/Modified — Using Contacts/Groups.
12.8.3 Added - Shortcut View of Someone’s Contact/Calendar Information
12.9 Added — Changing the Default Address List.
12.10 Added — Global Address and E-Mail Distribution Lists
12.10.1 — Using the Global Address List to Search and Send E-Mail Messages
12.10.2 — Using E-Mail Distribution Lists
12.11 Added — E-Mail Best Practices.
12.12 Added — Managing Your Mailbox.
12.12.1 — Moving E-Mail off the Server.
12.12.2 — Checking Your Mailbox Size.
12.12.3 — Cleaning Up Your Mailbox.
12.12.4 — Additional Tips for Managing Mailbox Size.
12.13 Added - Personal Folders or .pst Data Files.
12.13.1 Need to Add — Converting Old Outlook.pst Files to Outlook 2003.
12.13.2 Added — Creating .pst Files.
12.13.3 Added — AutoArchive.
12.14 Added — Using Outlook Web Access.
12.15 Added — Configuring Outlook on Another USDA Workstation.
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12.16 Added — Getting Additional Help in Outlook.
12.17 Added - Sharing Outlook Folder(s)/Calendar
12.17.1 Added — Allow Someone Else Access to Your Outlook Folder(s)/Calendar.
12.17.2 Added — Accessing Someone Else’s Outlook Folder(s)/Calendar

Section 13 — Introducing Microsoft Office XP - Need to Update — Waiting for updates from
David Pf.

13.2 Added — MS Office Customer Experience Improvement Program.

13.3 — Microsoft Word - Show how to save as a PDF file (David Pf) and need to show how to
remove the view of Task Pane.

13.3.1 Added — Turn Off the Task Pane on Startup
13.3.2 Added - Reading Layout View
13.3.2.1 Added - Turn Off the Reading Layout View When Viewing E-Mail Attachments
13.3.2.2 Added - Toggle Between the Reading Layout View and Normal View
13.4 — Removed reference of converting files from Access 97.
13.6 Added — Microsoft Office Publisher 2003.
13.7 Added — Microsoft Office InfoPath 2003.
13.8 Added — Microsoft Office Picture Manager 2003

Section 14 — Multimedia Functions
14.2 Added — InterVideo DVD Player

Section 15 — For Laptop Users - Need to Update.
15.1 Added - Configuring the Laptop Power Options.
15.2 Added — Network Connections at Other USDA Locations.
15.3 — Dial-Up Networking - Need to revise.
15.3.1 — Configure Dial-Up Networking - Added all secondary dns addresses in Step 20.
15.4 Added — Performing a Manual Backup of Local Files “Nightly Backup”.15.5
Section 17 Added — Using Magic Self Service
Added Appendix A — Wireless Communications.
Added Appendix B — Cisco Systems VPN Client.
Added Appendix C — Helpful Hints for Changes in Update #2
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1 OVERVIEW

1.1 PURPOSE

This guide is intended for USDA employees using Windows XP on their workstation. It is
intended as a reference guide for IT staff and general users.

This guide is in constant review and revised accordingly. It is requested that feedback be
provided via e-mail to your state IT Staff so that it can be provided to the Application
Development Team.

1.2 INTRODUCTION

This CCE Workstation User Reference Guide is intended to provide an overview of the core
applications that are loaded on the XP workstation. This Guide has been updated to reflect new
versions of XP Office 2003, Outlook Client 2003, Adobe Acrobat Standard Edition, Quick
Launch Bar (replaces Microsoft Office Toolbar), changes in the McAfee Antivirus product, and
updates due to changes in procedures or software applications. It is also intended to be a hands-
on reference guide for users in the USDA network.

1.3 COMPANION DOCUMENTATION

¢ XPBuILD GUIDE - Contains information that the State ITS Team requires to set up the
workstations after delivery to the field sites. The guide includes inventory checklists and
hardware specifications for both the desktop and laptop workstations, and provides step-by-
step instructions for connecting the workstation components, installing the build, and
booting up the systems.

¢ SYSTEM ADMINISTRATION GUIDE - Contains information necessary for administering and
troubleshooting the workstations and laptops, including how to set up accounts, configure
network connections, connect printers, perform file transfers, and perform network backups.

¢ XP UpPGRADE GUIDE - Contains information on performing an upgrade of XP components.
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2 STARTING UPAND LOGGING ON

2.1 SYSTEM BooT UpP

To "boot up" the system simply means to turn on the computer and monitor. This is done by
pressing the on/off button on the front of the computer and monitor. As the system boots a
variety of diagnostics takes place to verify the system's health. The system first displays a
manufacturer's screen as the initial diagnostics are performed. Next, the OS (operating system)
loader displays a choice of modes to run.

2.2 LOGON PROCESS

2.2.1 LoG ON 1O THE USDA DOMAIN

After Windows XP boots up, you’ll see the Microsoft Windows XP Professional screen followed
by the BEGIN LoGON dialog box, with this message:
Press <Ctrl> + <Alt> + <Delete> to log on

After pressing the logon keys, a Government Warning message appears. The message starts with
the following:

NOTICE! Authorized Use Only
Unauthorized access to the United States Government Computer System and software is

prohibited by Title 18, United States Code 1030

S This is a reminder screen that details some of your responsibilities when accessing a
Government system. It is important that you read and understand these responsibilities.
1. Click [ OK] or press <Enter> to acknowledge the message and continue.

2. The warning is followed by the Logon Information dialog box. Type your assigned
username following the convention: Firstname.Lastname

3. Click in the PAssworb field and type your Logon domain password.

4. Make sure that the DomAIN field shows the correct domain (Ageast, Agcentral, Agwest
or Aglo). If the Domain field is not shown, click on [ Options ].

5. Click [ OK] (or press <Enter>).

S Make sure that neither the <Num Lock> nor <Caps Lock> keys are activated. Passwords
are case sensitive. Be sure to follow the password style requirements as shown in
Section 2.2.2.

2.2.2 PASSWORD EXPIRATION AND REQUIREMENTS

To protect the integrity of the USDA network, strict password requirements have been
established and are enforced automatically by the network servers. Users will be required to
follow these guidelines for passwords:

¢ Passwords must be a minimum of 8 characters
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¢ Passwords must contain at least 3 of the following characteristics:
e Capital Letter
e Lowercase Letter
e Number
e Special Character (@,#,%$,%,",&,%)...
¢ Passwords must be unique and different from the last 7 passwords used.

¢ Passwords must be changed at least every 90 days and cannot be changed until 5 days after
the last change.

2.2.3 CHANGING YOUR DOMAIN PASSWORD

Important! Once you change your password using the following instructions, you must log off
immediately after changing it and then log back on. If you do not log off immediately and the
screen saver locks the computer, neither the new or old password will be recognized and you will
not be able to log back on. The only way to unlock the screen is to have an administrator unlock
the computer. This will cause your session to be disconnected and you risk loosing unsaved
data. If you power off the machine when locked, you risk damaging the operation system.

Your domain password can be changed as often as you like (with the exception of the 5 day
minimum) and must be changed at least every 90 days.

2.2.3.1 To CHANGE YOUR PASSWORD (WITHOUT BEING PROMPTED):
1.  While logged into the computer, press <Ctrl> + <Alt> + <Delete> to get an options box
and select [ Change Password ].
2. At the CHANGE PASSWORD DIALOG screen, type your old password, new password and
confirm the new password then click [ OK ].

S Reminder - After you change your password, be sure to log off and log back on. This
will ensure that the password change has taken effect before the screen saver is
activated.

2.2.3.2 To CHANGE YOUR PASSWORD (AFTER BEING PROMPTED):
1. Atlogon, you may get a message telling you to change your password. Click
[ Yes ] to change your password.
2. At the CHANGE PASSWORD DIALOG screen, type your old password, new password and
confirm the new password then click [ OK ].

S Reminder - After you change your password, be sure to log off and log back on. This
will ensure that the password change has taken effect before the screen saver is
activated.

2.2.4 LoG ON USING DIAL Up NETWORKING

VPN Client is now required when using dial up for Laptop users only. Refer to Appendix B
Cisco Systems VPN Client on using dial up networking.
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3 LOGGING OFF AND SHUTTING DOWN

3.1 LOGOFF PROCEDURE

S ltis important to log off the PC when leaving the terminal to prevent unauthorized
users from gaining access to your data and resources. If you are leaving your system
for a short time, you are required to either log off the computer (Section 3.1) or lock
the workstation (Section 3.2).

Option 1:
1. Click [ Start]=» [ Shut Down ].

2. From the Shutdown Windows dialog, select the option [ Log off <your user name> |
then click [ OK].

3. Successfully logging off will bring up the Begin Logon dialog window. To log on
again after logging off, follow the procedures under section 2.2, Logon Process.

Option 2:
1. Press <Ctrl> + <Alt> + <Del> .
2. Click on [ Log Off].
3. At the LoG oFr WiNDOWS DIALOG screen, click [ Log Off ].

3.2 LockK THE WORKSTATION

Caution!  If you lock your computer, no one will be able to unlock it except you and a system

administrator. If a system administrator has to unlock the computer, all unsaved data
will be lost.

S Incases where you need to step away from your computer, you are required to log off
or lock the computer to prevent unauthorized access to your computer. This is
automatically set to occur after the computer has been inactive for 10 minutes.

Option 1:

1. Click on the [ Lock Workstation ] shortcut on the Quick Launch Toolbar.
Option 2:

1. Press <Ctrl> + <Alt> + <Del>.

2. Select [ Lock Computer ].
Option 3:

1. Hold the <Windows> key and <L>.
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3.3 SHUTDOWN PROCEDURE

Warning!  Your System Administrator may have configured tasks to automatically run at

scheduled times. Do not shut down your computer unless requested to do so by a
system administrator.

At those times when you are specifically asked to shut down your computer, it is very important
that you follow correct procedures. Proper shutdown allows Windows XP to terminate the
processes running in the background and delete the temporary files that are established while it is
running. Failure to shut down the PC properly can corrupt files and/or cause the operating
system to fail — either of which will result in a loss of data. To properly shut down your
computer, perform the following:

1. Click [ Start]=» [ Shut Down ].
2. From the Shutdown Windows dialog, select the option [ Shut Down ].
3. Click [OK].

3.4 RESTART PROCEDURE

There are times it may be necessary to restart (reboot) the computer. This can be helpful when
the computer seems to be acting abnormally. To properly restart the computer, perform the
following:

1. Click [ Start]=>» [ Shut Down ].

2. From the Shutdown Windows dialog, select the option [ Restart ].

3. Click [OK].
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4 INTRODUCING WINDOWS XP

Figure 4.a shows the windows desktop, with the major components identified.

QUICK LAUNCH
BAR

DESKTOP
ICONS

wRBEEEEDE ®

DESKTOP

START BUTTON
| START BUTTON TasKBAR

(P ——— — "
.5 start MY p_ref_quide_w4kds,.. | (8] Inbox - Microsaft Out. . EE L U thisAn

Figure 4.a - Windows XP Desktop

4.1 REVIEW OF WINDOWS FUNCTIONALITY

411 WINDOWS CONTROL BUTTONS

Figure 4.1.1.a shows the windows control buttons, which are located at the top right corner of a
task window.

MINIMIZE MAXIMIZE/ CLOSE
RESTORE

Figure 4.1.1.a - Windows XP Control Buttons
¢ MiNIMIZE — This button leaves the program running and open, but reduces it to an
icon in the taskbar.

¢ MaxiMIzE/RESTORE — This button is a toggle function that changes the display of a
program between full screen and a window.

¢ Close — This button exits the program and closes the window.
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4.2 FEATURES OF WINDOWS XP

421 THEMES AND XP CUSTOMIZATION
The desktop can be customized with a variety of different effects and color schemes.
To change display properties . . .

1. Rightclick a blank area of the desktop and select [ Properties |.
2. From the DispLAY PROPERTIES dialog box, you can customize the following:

e Themes - choose the overall look of the workstation’s operating system.
e Desktop - choose the look of the desktop.

e Screen Saver - choose the type of Screen Saver and adjust its settings (size,
colors, timing, etc.).

e Appearance - choose the color scheme for title bars, icons, message text, desktop,
etc.

® Settings - choose general display settings (screen resolution and refresh
frequency, color quality, etc.).

3. Change the settings in the Themes, Background, Screensaver, Appearance, or Settings
windows as desired.

4. Click [ Apply ] (to test the new settings).
5. Click [ OK ] to accept the new settings.

S I your fonts and icons appear too small, try adjusting your screen resolution to
800 x 600. This may help significantly. Be sure to read the warning below.

WARNING!! It is highly recommended that you contact an IT Staff member before changing

appearance settings on the computer. Changing your display resolution could cause

4.2.1.1 SCREEN POWER SETTINGS

For all workstations, the Screen Power Saver option is set to turn off the monitor in 20 minutes
for workstations and in 15 minutes for laptops. It is suggested this be set to “Never”. When it is
set to 15-20 minutes, the computer monitor will turn off and you may think the computer has
powered down and it really has not.

To change/verify this setting, right click a blank are of the desktop, then click on [ Properties ].
Click the [ Screen Saver ] tab. In the MoNITOR POWER section, click on [ Power ]. Change the TuRN
OFF MoNiTor field to [ Never ], then click [ OK ].
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4.2.1.2 ACCESSIBILITY SETTINGS

You can adjust the appearance and behavior of Windows to enhance accessibility for some
vision-impaired, hearing-impaired, or mobility-impaired users without requiring additional

software or hardware.

Windows includes the following programs to enhance accessibility:

¢ Magnifier enlarges a portion of the screen for easier viewing.

¢ Narrator uses text-to-speech technology to read the contents of the screen aloud. This is
useful for people who are blind or are vision impaired.

¢ On-Screen Keyboard provides users with limited mobility the ability to type on-screen using

a pointing device.

Using the accessibility tools available in Accessibility Options in Control Panel, you can easily

set your keyboard, display, and mouse functions.
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Figure 4.2.1.2.a — Accessibility Menu
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4.2.2 START MENU FEATURES AND CUSTOMIZATION

The Start Menu in Windows XP has been updated to a more user-friendly design. As part of this
design, the Start Menu now contains two columns. The left column is divided into two sections,
with the lower section being a dynamic column that gets upgraded based on the programs used
most (or “Most Frequently Used Programs List”). The top section of the left column is static and
can hold Desired programs most frequently used (or “Pinned Items List”) like Internet Explorer

and Outlook.
Deppe, Kathy - Des Moines, |A
=
PINNED ITEMS R - P S s Ty Bermnt Dosianmits
LlST = E-mail S ¢ Favorites >
= H lfﬂi;:-.oaslor't Office Outlook :‘?
5_! My Computer »
@ windows Media Player .:; My Network Places
@ Tour ‘Windows =P G, Cantral Panel »
MOST l-.‘; windows Mowvie Maker J;:Ea Printers and Faxes
FREQUENTLY o F
2 | Files and Settings Transfer
USED L Hleear g t__j) Help and Support
PROGRAMS LIST P i
7= Run...
all Programs D

(B caor @] shut Dow

’Z start
Figure 4.2.2.a - Windows XP Start Menu

4.2.2.1 ADDING APPLICATIONS TO THE PINNED ITEMS LIST (ADDED)

Programs can be added to the Pinned Items List area at the top of the left column of the start
menu. To add a program to the fixed area of the menu (or “Pin” an item to the menu), refer to
the following example:

Example: You want to place Microsoft Word in the Pinned Items List. Click on [ Start ] =»
[ All Programs ] =» [ Microsoft Office ].Right click on [ Microsoft Office Word 2003 ], then click on
[ Pin to Start menu ]. Refer to the following screen prints.
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Figure 4.2.2.1.a - Pin an Application to the
Start Menu

4.2.3 OVERVIEW OF START MENU

Once you click on the [ Start ] button in the Taskbar, you will receive a “Start” Menu.

Figure 4.2.2.1.b above.
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y | Files and Settings Transfer .I‘) Search
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=7 Run...

“H Paint

all Programs D

74 start

Figure 4.2.2.1.b - Pinned Application

Refer to

At the bottom of the left column is the ALL PROGRAMS option.

The right column holds standardized items to help manage the documents and computer.

¢ All Programs: Provides quick access to installed programs.
¢ My Recent Documents: Displays a list of the last 15 or fewer documents that have been

worked on.

¢ Favorites: Used to access favorites that have been established in Internet Explorer.

¢ My Computer: Displays the drives on the workstation.

¢ My Network Places: Displays the network resources established on the computer.

¢ Control Panel: Access or change computer settings.

¢ Printers and Faxes: Display and configure the printers and/or fax machines established on
the workstation.
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S Wedo not anticipate any instances when a ““fax machine”” option would be configured
on a CCE Workstation. This option requires use of a modem (not installed in desktop
systems). Modem use on laptops is not permitted when connected to the CCE network
via a LAN connection.

¢ Help and Support: Opens Windows XP help files and provides access to Remote Assistance
Request.

¢ Search: Opens a file search window that allows you to locate files and folders by Name,
Date, Type, etc.

¢ Run: Allows you to run executable files.
¢ Shut Down: Means by which users shut down, restart, or log off Windows XP.
¢ Log Off: Quick method to log off Windows XP.

4.2.4 TASKBAR FEATURES / PROGRAM GROUPING / CUSTOMIZING THE TASKBAR

When you start a program, Windows temporarily adds a button to the taskbar at the bottom of the
screen for the application that is in use. When you have multiple programs running, you can
activate a program and bring the window to the top by clicking on the button on the taskbar. If
you click on the button again, the program will minimize again. One of the added benefits of the
XP toolbar is that multiple instances of the same program are grouped together as a single
button. This configuration allows for a cleaner appearance and easier management of program
groups.

START BUTTON PROGRAMS RUNNING NOTIFICATION AREA

Py

1y Start r. Contacts - Microsaft . r@ sp_ref_quide wakds.,, e :I,m U g B3

Figure 4.2.4.a - Windows XP Taskbar

S  Entire groups of files can be closed by right clicking on the group and choosing Close
Group. If there are unsaved files in the group, the button may change color and
Windows will display a message to save unsaved files.

425 NOTIFICATION AREA

The XP Taskbar includes a notification area (system tray) similar to what was available in
previous versions of Windows. The notification area provides information on a variety of
different system items.

The Taskbar can be customized to meet your individual needs. To customize the toolbar, you
use the Taskbar Properties window:

1. Rightclick on a blank area of the taskbar.
2. Select [ Properties ].
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3. The following items exist on the screen:

e Lock the taskbar: This option keeps the taskbar on the bottom edge of the
screen. If this option is not checked, the taskbar may be moved to any of the
edges of the screen.

® Auto-hide the taskbar: This option hides the taskbar until the mouse pointer is
moved to where the taskbar is located on the screen.

e Keep the taskbar on top of other windows: This option ensures that your
taskbar is always visible and resides on top of other windows currently open.

Taskbar and Start Menu Properties

Taskbar | Start Menu

Tazkbar appearance

:’." start [ T, 2 Internet... v [ B8 Folder

Lock the taskhar

[ Awto-hide the taskbar

F.eep the taskbar on top of other windows
Group similar taskbar buttons

] Shaw Quick Launch

Motification area

o B 1123 P

Shaw the clock

You can keep the notification area uncluttered by hiding icons that you
hawve not clicked recently.

[ Hide inactive icons

I 1] H Cancel l

Figure 4.2.5.a - Taskbar Properties Window

4.3 DISSECTING A SAMPLE XP WINDOW

Following are screen prints showing two different ways of looking at an XP Window. Figure
4.3.a shows the XP Window screen which is obtained by double clicking on the [ My Computer ]
icon on the desktop. Figure 4.3.b shows My Computer by right clicking on [ My Computer ], then
click on [ Explore ]. This is called Windows Explorer and allows you to negotiate thru folders

and drive letters to access your files. There is also a button on the Quick Launch Toolbar 59 that
can be pressed to obtain this screen. Some people like to use this method to open files.

Based on the extension of the file(s) (ex: .doc, .xls, .pdf, etc.), by double clicking on the file, it
will open in that application. Important! You should never double click on an .exe, .vbs, .cmd
or .bat extension without knowing what that file will do. These are application files that perform
administrative functions and should only be used by IT Staff Members.

Also refer to Section 4.5, Finding and Organizing Files.
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43.1 MENU BAR
The menu bar contains pull down menus with commands that are used to perform routine tasks.
Standard menus include:

¢ File - Used for file-management commands, printing and to exit the program.
¢ Edit - Used for editing -- cut, copy, paste, find/replace, etc.

¢ View - Used for changing the view options of the window, including size, position and how
files and folders appear in the window.

¢ Favorites - Used to organize files, folders and web sites that you want to use often. (Must
be added manually by each user on the workstation.).

¢ Tools - Used to change various options for the window or program that is running. Options
available change for different programs used.

¢ Help - Used to access help menus or options for the active window.

4.3.2 STANDARD BUTTONS TOOLBAR

The buttons toolbar is not always displayed. Certain windows (i.e. My Computer, My
Documents, etc.) use a standard button toolbar as shown in figure below. The buttons on the
toolbar are dynamic and change depending on whether you are browsing items on your
workstation or items on the Internet.

The Standard Toolbar includes the following buttons:

'ﬁ- /.- ! Search Falders E\v

Figure 4.3.2.a - Windows XP Standard Toolbar (System Windows)

Back - Returns to the last folder or web page viewed.
Forward - Returns to the folder or web page viewed right before the Back button was used.
Up - Moves up one folder from the current location in the directory structure.

Search - Displays the search bar to search for local resources (files, folders, network
resources) or items on the Internet.

¢ Folders - Displays the folders search bar to look for files or folders on the workstation or
network drives.

¢ View - Displays a menu to change how icons are displayed in the current window.
The Web Toolbar includes the following buttons:

*® & o o

\, - N \\.'-.-.___. . =% - - -
> Iﬂ IELI W |/ Search = Favarites {F = ) ﬁ

Figure 4.3.2.b - Windows XP Web Toolbar (Internet Explorer)
¢ Back and Forward - See above.
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Stop - Stops the current web page from downloading.

Refresh - Refreshes the current web page displayed. This can help if items on the screen
are not being displayed correctly and/or may be out of date.

¢ Home - Displays the web page that is designated as your start page.
¢ Search and Favorites - See above.
¢ Research - Research and Reference Services.

4.3.3 ADDRESS BAR

The Address Bar contains the URL of the web site being viewed. You can enter the address of
web sites and/or folders that you’d like to browse. To use the Address Bar, just click on the bar
to insert text, type the URL of the web page or the path of the folder that you want to browse,
and press the enter key.

4.3.3.1 USING THE ADDRESS BAR TO “AUTOSEARCH” THE WEB

To use the Address Bar to Autosearch, click on the Address Bar and use one of the following
three search tags:

o ?
e Go
e Find
For example, if you want to search for information on cameras you can type:
? camera
go camera
find camera

434 NAVIGATION PANE
The navigation pane is found on the left side of open windows. It is designed to provide quick
access to other items or locations on the computer.  Links in the navigation pane can be used
with a single click.
4.3.5 ICONS AND SHORTCUTS
Shortcuts are icons that run a program or open an object. They can be added to your desktop to
provide easier access to programs and/or files that you access frequently. Here are two methods
to create shortcuts on your desktop:
4.35.1 FROM THE DESKTOP
Option 1

1. Rightclick on the item and select [ Send To ] = [ Desktop (Create Shortcut) ].
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Option 2
1. Rightclick a blank area of the desktop and select [ New ] = [ Shortcut ].
Type the full path of the application, or select [ Browse ] to select the file.
Click [ Next ].
Type in a name for the shortcut.
Click [ Finish].
Click the shortcut, and while holding down the left mouse button, drag it to the
desired location.

© gk N

4.4  CUSTOMIZING THE QUICK LAUNCH TOOLBAR

Microsoft has discontinued and no longer supports the use of the Microsoft Office Toolbar.
Knowing that users still need some type of toolbar, a Quick Launch bar was developed for use.

Microsoft Internet Explorer

Lock Workstation

Microsoft Office Excel

Microsoft Office Outlook

Microsoft Office Word

Show Desktop

Windows Explorer

[[1]11\\

Microsoft Office PowerPoint |

Figure 4.4.a — Quick Launch Toolbar

44.1 MOVING THE QUICK LAUNCH TOOLBAR

The Quick Launch Toolbar is defaulted on the right side of the desktop. You can also move it to
the top of your screen, onto your desktop or into the taskbar at the bottom.

S  The Quick Launch Toolbar cannot be set to Auto Fit into the title bar of the
window/application.

4.41.1 MOVING THE QUICK LAUNCH TOOLBAR TO THE TOP OF THE SCREEN OR THE
DEskTOP

To move the Quick Launch Toolbar from the right side of the desktop to the top or directly on
the desktop, you will need to perform the following.

1. Make sure all windows are either closed or minimized. You must be at the desktop to
complete these instructions.

2. Place your curser on the dots at the top of the Quick Launch Bar. Your cursor will
change to up and down arrows.
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Figure 4.4.1.1.a — Dots Located on the Quick Launch Toolbar

3. Press down on your left mouse button and drag the toolbar up to the top of the
desktop or to the desktop. As the toolbar is being moved, it will appear as a small
square attached to your cursor.

4. Release the mouse button at the top of the desktop or directly on the desktop.

5. You may want to resize the toolbar by clicking on the bottom of the toolbar and drag it
up to the size you desire.

S If you want to return the toolbar to the right side, repeat the above steps but from
top/desktop to right side.

4.4.1.2 PLACING THE QUICK LAUNCH TOOLBAR IN THE TASKBAR IN ADDITION TO THE
TOP/SIDE OF THE SCREEN OR THE DESKTOP

You can also have the Quick Launch Bar located in the taskbar in addition to the top or bottom.
To complete this, perform the following:

1. Rightclick on the [ Taskbar ] at the bottom of your screen
2. Click on [ Toolbars |= [ Quick Launch Bar]. Refer to the following screen print.

[;Ii ¢ Toolbars Address
WFiC Mainfranme Windows Media Player
Links
Deskkop

Quick Launch

Show the Deskkop
MNew Toalbar. ..

Task Manager

w Lock the Taskbar
Propetties

Figure 4.4.1.2.a — Submenu for Quick Launch Bar

3. You will then see the Quick Launch Bar in the Taskbar as showing below.

NEL MI3Inrrame

@ Microsaft Office Excel
|£| Microsoft Qffice utlook,
@ Micrasaft Office PawerPoint
L @ Microsoft Office Whord
Cyklook, @
Shiow Deskiop
:& Windows Explorer

—
o R
4 Start (R

Figure 4.4.1.2.b — Quick Launch Bar on the Taskbar
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4.4.2

ADDING SHORTCUT BUTTONS TO THE QUICK LAUNCH TOOLBAR

You can create your own shortcut buttons on the Quick Launch Toolbar by completing the
following steps. The example below shows how to add an application from USDA Applications.

Click on [ Start ] =» [ All Programs | =» [ USDA Applications ] =» [ Comm Sessions ].
Right click on the application name, then click on [ Copy ]. (Ex: NITC). Refer to

1.
2.

the following screen print.

W S e 4

- & QO [¥[e]h

15| Mew Office Document

_'-_!- a |78 Open OFfice Document

Deppe, Kathy - | Accessories

Administrative Tools
/29 Internet
Internet Explorer
.:2_‘ E-mail
= 1| Microsoft Office Cutl
i zgf]?sort Office Metwork Associates
OLYMPLIS CAMEDIA Master

@ E:,'::,zt;i[;?kmp OLYMPUS DSS Player-Lite
Phaser 2135

‘g Paint PrintMe Internet Prinking
g CuickTime

‘ Microsoft Office Exce Redl

RUME#,

Skartup

fa UsDA Applications
WinZip

[F Acrobat Distiller 6.0

[ Adobe Acrobat 6.0 Standard

Caere Applications
Micrasoft OFfice
NatManage Utilities

Open Display
Open Wwith. ..

Metscape Communicator

K Scan For viruses...
B WinZip
Send To

Cut
Copy

Create Shortout

Delete

Rename

Sart by MNarne
Properties

Backup
M@ Co ions 3

SIR: Handbook 2005 »
Utiliies »

Bl >y v ¥ v v v ¥ w ¥ w w w w v v

@ Internet Explorer

_ Remate Assistance

=

i untitled - Paink

Figure 4.4.2.a — Copying Application to be Placed in the Toolbar

Right click on an open area of the Quick Launch Toolbar, then click on [ Open
Folder ]. This will open the Quick Launch folder where the Toolbar shortcuts are

located. Refer to the following screen print.
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w s EECRHE

-

Cpen Folder
Show Text
Shiow Title:
Close Toolbar

Toolbars 3

v Always on Top
Auto-Hide

Figure 4.4.2.b — Open Up Quick Launch Toolbar Folder

4. Right click on an open area on the right side of the Quick Launch folder, then click
on [ Paste Shortcut ]. This will add the application to the Quick Launch Toolbar.

& C:\Documents and Settings\kathy. deppeMpplication Data\Microsoft\Intern. .. |Z||E|E‘

File Edit Wiew Favarites Tools  Help

<] _) l% /.._\J Search = Falders v [

Address |L‘f) and Settingsikathy. deppe\Application DataiMicrosoftiInternet ExploreriQuick Launch % | Go

A Name Size | Type ~

File and Folder Tasks & Launch Internat Explorer Bro... 1KE  Shartcut
j Make & new Faldar @Launch Microsoft Office Outlook. 1KB Shortcut
) [a Lock Computer 3KB  Sharkouk

[* ] tp':':'&he;h's el e 6 macIc 1KB Internet Sho
|38 Microsaft Office Excel 2KR_ Shortet
|@]Micrasaft Office PowerPoint View L

oOther Places %Microsoft Cffice Word arrange Teoms By b

Paint

= Refresh

[ Inkernet Explorer EdRremote Desktop Connection

(£} My Documents (B} shaw Desktap Customize This Folder. ..

:‘ Iy Computer L éﬂWEan Paste

\g Iy Network Places %W?”dum Explf:lrer Paste Shaorkcut

Lrh windows Media Player Lindo Delete Chrltz

v £

Mew 3

| autoshanes = S S T Bl &% (@] (2] & - .t o A | Fropertes

Figure 4.4.2.c — Paste Application in Quick Launch Folder

5. Close out the Quick Launch folder. You should now have the application added to the
Quick Launch Toolbar.

443 DELETING SHORTCUT BUTTONS ON THE QUICK LAUNCH TOOLBAR

There may be an occasion where you need to delete a shortcut button on the Quick Launch
Toolbar. To do so, perform the following steps:

1. Right click on the Shortcut Button you want to delete, then click on [ Delete ].
2. At the CoNFIRM FILE DELETE screen, click on [ Yes ].
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44.4 RESTORING THE QUICK LAUNCH TOOLBAR
If you accidentally delete off the Quick Launch Toolbar, you can perform the following to
restore it to the default location (right side of the desktop):
1. On the desktop, right click on [ My Computer ], then click on [ Explore ].
2. Inthe Folders Section, click on [ Local Disk (C:) ] = [ Program Files ] =» [ Microsoft
Office ].
3. On the right side of the Microsoft Office window, double click on [ quickbar.exe]. A

Dos Command screen will flash, the Quick Launch Toolbar will be restored and the
Exploring Screen will close.

4.5 FINDING AND ORGANIZING FILES

Your computer is used to create and store information called files. Each document, spreadsheet,
etc. that you create is a file. Files are grouped together and stored in folders so that they are
easier to find.

Files and folders are stored on the following medias:
HARD DISK DRIVE - Also referred to as the hard drive, the hard disk is the location on your
computer that stores information. The primary hard disk is generally referred to as the C:\ drive.

CD-ROMs - CD-ROMs (Compact Disc, Read Only Memory) are used to store information that's
too big to fit on a floppy disk. The drive that can read CDs is called the CD-ROM drive. The
D:\ drive is often allocated to the CD-ROM drive, as is the case with these workstations.

USB DEeVICE - Flash drive that is used to store files using the usb port. This drive is typically
labeled E:\.

FLOPPY DISKS - These refer to portable disks (sometimes called diskettes) that typically store up
to about 1.44 MB of information. Current workstations no longer contain a floppy drive though
some external floppy drives were purchased to be used. The floppy disk drive is generally
labeled A:\.

The two main programs which files can be located and organized are My CoMPUTER and WINDOWS
EXPLORER.

45.1 My COMPUTER
To open My ComPUTER, double click its icon on the desktop.

My CoMPUTER presents a picture of your computer (either in icon or list form). The list is divided
into hard drives, devices with removable storage, network drives and other. Generally you will
see:
¢ Hard Drives -- Local Disk (C:) — Represents the physical hard drive in the computer
¢ Devices with Removable Storage --

e CD Drive (D:) — Represents the CD-ROM drive

e CD Drive (N:) — Represents the Second CD-ROM (where installed)

o Removable Disk (E:) — Represents the USB Media

o Floppy Drive (A:) -- Represents the floppy disk drive, if available.
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¢ Network Drives --
e Data on \\servername (F:) - Represents a data directory on the server

e Firstname.Lastname on \\servername (H:). Represents your home directory
(where your user files are stored)

e Shared on \\servername (S:) - Represents the shared directory on the local
server

S Network Drives shown with a red X through the drive are currently disconnected and
not available for use.

To view the information located on a particular disk or drive, simply double click its name or
picture.
45.2 WINDOWS EXPLORER

Windows Explorer allows a user to see contents of disks/drives and manage them. While it
appears complex at first glance, it is easy to analyze by dividing the window into sections. Itis
important to think of Windows Explorer like an automated Filing Cabinet— holding folders full
of files to provide better organization of data.

To Start WINDOWS EXPLORER. . .

Click [ Start] =» [ All Programs ] =» [ Accessories | = [ Windows Explorer ].
OR

Right click on [ My Computer ] and select [ Explore ].

OR

Click on the 39 button in the Quick Launch Toolbar.

The left pane of the ExPLORER window shows drives, folders, and system tools. Folders that have
a (| to the left of them contain subfolders that can also be displayed. The right-hand side of the
screen displays the contents of the current drive or folder selected on the left-hand side.
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Figure 4.5.2.a - Windows Explorer

45.3 FILE MANAGEMENT COMMANDS

Files can be manipulated using either My CoMPUTER or WINDOWS EXPLORER. Standard commands
(Delete, Rename, Cut, Copy, Paste, etc.) can be accessed from the File or Edit menu or by right
clicking on a folder or file from within the window.

454 COPYING OR MOVING MULTIPLE ITEMS

At times you may wish to copy or move a group of folders or files all at once rather than
repeating the process many times. Listed below are two different way to accomplish this task.

45.4.1 CoprY/MOVE A CONTIGUOUS LIST OF FILES OR FOLDERS
1. From within Windows Explorer or My Computer, click the first file or folder in the list
of files or folders that you want to copy or move.

2. While holding down the <Shift> key, click the last file or folder in the list of files you
wish to copy or move. The first and the last items in the list, as well as all items in
between, will be selected as a block and highlighted in blue.

3. Click [ Edit] =>»[ Copy] (to copy the files) or [ Cut ] (to move the files).
4. Navigate to the location you wish to copy/move the selection to.
5. Click [ Edit] =»[ Paste].

4.5.4.2 CopY/MoVE NON-CONTIGUOUS FILES OR FOLDERS
1. From within Windows Explorer or My Computer, click the first file or folder in the list
of files or folders that you want to copy or move.

2. While holding down the <Ctrl> key, click in turn on each of the files or folders that
you wish to copy or move (the items do not have to be adjacent to one another). Each
of the files/folders will be highlighted in blue as it is selected.

3.  Click [ Edit ] =»[ Copy ] (to copy the files) or [ Cut ] (to move the files).
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4. Navigate to the location you wish to copy/move the selection to.
5. Click [ Edit ] =»[ Paste ].

455 RESTORING FILES AND FOLDERS

If you accidentally (or even deliberately) deleted a file from the C:\ drive and find that you now
need it, you can first try to retrieve the file yourself from the Recycle Bin. If you are
unsuccessful at locating the file or files, ask an IT staff member to restore them from a backup
tape or the workstation backup “.zip” file located on the server. Files deleted more than 10 days
ago may not be available on a backup tape.

Important Notice!

Files deleted from the H:\ and S:\ Network Drives DO NOT go to the Recycle Bin. Be
especially careful when deleting these files. Many times these files can be restored from a
backup tape, but this is a very time consuming process. Files deleted more than 10 days ago
may not be available on a backup tape.

4551 FROMTHE RECYCLE BIN

If you belong to a neighborhood or building recycling program, once you are done with an item
(e.g., a soda can), you place it in a recycle bin. Until the contents of the recycling bin are picked
up and carted away, you can pull that can out of the bin and reuse it. The Windows Recycle bin
works the same way that a neighborhood recycling program works. In Windows, files that are
deleted are sent to the recycle bin. Until the recycle bin is emptied, however, those files can be
retrieved and reused.

Remember: Any files deleted from the Local Disk (C:) hard drive on the PC goes to the
Recycle Bin.

Reminder: Files deleted from the H:\ or S:\ network drives do not go into the Recycle Bin.

If you wantto. .. Do This

Send files (or folders) to the Recycle | Locate a file or folder you want to
Bin prior to deletion from the system | delete via Windows Explorer, My

SEE WARNING ABOVE ABOUT Computer, or the Search option on the

DELETING EILES EROM H: AND S: Start menu. Cli.ck once on the file
name to select it, then choose Delete

from the File menu.

View the contents of the Recycle Bin | Double-click the Recycle Bin shortcut
on the Windows desktop.

Retrieve files from the Recycle Bin Open the Recycle Bin, highlight the
and return them to their original file or files you want to retrieve, then
location. click the File menu and select Restore.
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If you wantto . .. Do This

Retrieve files from the Recycle Bin Open the Recycle Bin, highlight the
and put them in a different location file or files you want to retrieve, then
select Cut from the Edit menu. Open
the destination dropdown list and
scroll to select the new destination,
continue to expand folders until you
reach the desired destination, then
click the Edit menu and select Paste.

Empty the Recycle Bin manually* Open the recycle bin, then select
Empty Recycle Bin from the File
menu.

* If the recycle bin is not emptied manually, the oldest files will automatically be deleted when
the contents of the bin reach 3% of the hard drive capacity.

4.6 CANCELING A TASK

Occasionally the application you are working in "freezes up," failing to respond to any
command. If that happens, follow these steps to shut down the application. Follow normal
procedures to restart the application.

S I you cancel a task that has a file open, the data will not be saved. Sometimes waiting for
15-30 seconds, the application may become active again.
1. Press <Ctrl> + <Alt> + <Delete>.
2. From the Windows Security window, click [ Task Manager ].

3. From the Applications Tab in the Windows Task Manager window, click the application
that is not responding (the Status will show Not Responding).

4. Click [End Task ].
< It may take a few minutes for the system to cancel the task. Please be patient.

5. If asecondary dialog appears prompting you to wait or to end the task click the
[ End Task ] button.

4.7 FORMATTING 3 %2 FLOPPY (A:) DISKETTES AND USB REMOVABLE
Disk (E:)

Most diskettes are preformatted when purchased. Those that are not, or that have been formatted
for a different operating system, must be formatted before they can be used. Use a 3% inch,
Double Sided, High Density (DS/HD) floppy diskette. A newly formatted diskette will store
approximately 1.44 MB of data. Current workstations no longer contain a floppy drive though
some external floppy drives were purchased to be used.
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The only time it would be necessary to format a USB Storage Device is if the files contained on
the device is corrupt. To format a USB Device, complete the following:

To format these medias, complete the following:

1.

=

O N oGO

4.8

Insert the diskette into the floppy disk drive (internal or external), or if applicable, the
USB Removable Disk into the USB port of the workstation.

From the desktop, double click [ My Computer ].

Right click the [ 3%2 Floppy (A:) ] or [ Removable Disk (E:) ] and select [ Format ] from
the dropdown menu.

The Capacity, File system, and Allocation unit size fields will already be filled in
and needn’t be changed. Changing the VVolume Label is optional. This assigns a name
to the diskette/USB media.

It is recommended that you do not use the Quick Format or Create an MS-DOS Startup Disk
options.

After setting options, click [ Start ].

Click [ OK ] in response to the warning prompt that all data will be deleted.

Click [ OK ] to the message the formatting is complete.

Click [ Close ].

CopY FILESTO CD

Many of the workstations contain a writeable CD-ROM Drive which can be used to store files on
a CD-ROM for archiving data; providing the data to another use or customer, etc.

S To perform these steps you must have a CD-RW drive installed in your computer or be

1.

using an external CD-RW drive.

Insert a CD into the CD-RW drive. (This can be either a CD-R (Readable Only) or a
CD-RW (Read/Writeable).

& ACD-Rcan only be written to once. A CD-RW can be written to multiple times.

2.
3.

Open Windows Explorer.
Select the file(s) to copy to CD. For help with selecting multiple files, refer to
Section 4.5.4, Copying or Moving Multiple Items.

Right click on the selected files, then select [ Send to | =» [ CD-ROM (Drive Letter:) ].
This will put temporary files on the system to be burned to the CD and can be
performed multiple times as necessary.

As files are copied, you will receive the following “Information” screen.

jl_) You have files waiting to be written to the CD. ]

To see the files now, click this balloon,

- r hﬂ: urikitled - Paink r@ pics. doc - Micr

Figure 4.8.a — Balloon Message Indicating Files are Waiting to be Written to the CD
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6. If you want to see the files immediately, click on the “i” balloon and the CD Writing
Tasks screen appears.
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Figure 4.8.b — Creating CD Using Windows Explorer

7. Once all files have been “Sent” to the CD, click on the CD drive in the left side of
Windows Explorer. The right side will display temporary files waiting to be burned to
the CD.

8. Right click on the CD Drive, then select [ Write these files to CD ]. Refer to the
following screen print.

: File Edit Wiew Favarites Tools  Help

[ Folders

: @ Back ~ =>] ‘m' />~ ) Search
{ acdress [ oy v B s
Folders X Name Size  Type Date Modified 25
Dggk};ﬂp | Files Ready to Be Written to the CD
= ID My Documents B
# ) Adobe @ Jexamples File Folder S[23(2005 T:46 AM
B My cBooks . Jimaghome File Folder S/2312005 746 AM
“'__Jl My Music @ maps File Folder 5232005 T:47 AM
) My Pictures @ pictures File Folder 5{23{2005 7:47 AM
[# [ MetManage @ annualo L html 20KE HTML Document 523(2005 7:47 AM
= :g My Computer 1 annualdl htmlorig 16 KE HTMLORIG File SI232005 7i46 AM
& b 3% Floppy (A1) & annuald2 himl Z0KE  HTML Document 5{23/2005 7:46 AM
% Local Disk {C:) 1 annualn2 htmlorig 20 KB HTMLORIG File S/23/2005 7:46 AM
1 & annuald3, html 22 KB HTML Document 5(23(2005 7:46 AM
Collapse i annualoa, heminew 23KB  HTMLNEW Fils 5{23/2005 7:46 AM
Explare i areal.bak LIKE BAK File Sf23(2005 T:48 AM
Cpen & |areal.html &KE HTML Document 5/23/2005 T:46 AM
Search o areaz.html BKE HTML Document S/23(2003 7:46 AM
e i @ aread.bkml & KE HTML Dacument 5/23/2005 T:46 AM
Dielete temparary files & aread.html 7KB HTML Document 5/23/2005 T:46 AM
Scan for viruses. . o areasS.himl &KE HTML Docurent SI23/Z005 Ti46 AM E
@ aread.bkml 7KE HTML Document 5(23(2005 7:46 AM
WinZip Y g larear.html 7KE HTML Document 5i23/2005 7:46 AM
Eject a1 areas.htm 3KE HTML Document S[23(2005 T:46 AM
W v o CFinfo,html 16 KE HTML Document SI2312005 7:46 AM ha
< ooy < | >
= Paste
24 ohjects

Propetkies

Figure 4.8.c — “Write these files to CD” Using Windows Explorer
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10.
11.

12.

4.9

The CD Writing Wizard will begin. Enter a name for the CD and click [ Next ].
The CD Wizard will begin creating the CD and will show the processing.

At the CoMPLETING THE CD WRITING WIZARD screen, if you want to copy these same files to
another CD, select [ Yes write these files to another CD ] (ONLY if you want to make
an additional copy).

Once completed, click [ Finish ] and remove the CD from the CD-ROM drive.

ERASING READ/WRITABLE CDs

The following instructions can only be performed on CDs that are Read/Writable (RD-RW) and
you must have a CD-RW drive installed in your computer or be using an external CD-RW drive.

1.

Open Windows Explorer.

In the FOLDERS section on the left side, right click on [ D: ] drive, then select [ Erase this
CD-RW].

At the WELCOME To THE CD WRITING WIizARD screen, click on [ Next ].

The CD Writing Wizard screen will appear showing the progress of the files being
erased.

At the CoMPLETING THE CD WRITING WIzARD screen, click on [ Finish ].

Remove the CD and close out Windows Explorer. The CD is now blank and ready to be
reused.
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5 THEUSDANETWORK

5.1 DIRECTORY STRUCTURE FOR C:\ DRIVE

The C:\ Drive is the hard drive of the workstation. It contains the necessary files to allow the
computer to function. In addition, it contains the necessary application files to allow the use of
programs such as Word, Excel, Outlook, and any other Agency Applications.

5.2 DRIVE PARTITIONS/MAPPED NETWORK DRIVES

A:\ = Internal/External Floppy 3 % Diskette Drive.

C:\ = the main hard disk NTFS partition.

D:\= the CD-ROM drive.

E:\= removable media such as the USB flash memory stick.

F:\= \\Server\Data. The data folder contains the following subdirectories:

e Application Data

e Admin Data

® Recycler

® Service Center Themes

® Customer Files

H:\ = \\Servername\[firstname.lastname]. These represent the home directory for the
individual.

N:\= the Second CD-ROM drive (where installed).

S:\= \\Server\Shared\, a shared folder storing files that can be shared by users with network
access.

5.3 USING THE H:\ DRIVE (FIRSTNAME.LASTNAME ON \SERVERNAME)

The default directory for each user is designated as his/her H:\ drive. This H:\ drive is a virtual
drive that is mapped to a location on the server. Each user has his/her own directory on the
server with security restrictions that limits access to the owner and system administrators.

This server based drive allows users to move between workstations and continue to have access
to their documents. This ability will allow users not only mobility, but provides access to files
regardless of workstation system failures.

Warning!!!  Files on the hard drive of your workstation are no longer backed up. If you have a
specific need to have files saved on your local workstation, it is YOUR responsibility to

ensure that your IT Manager is aware of this need and has provided you with a backup
method.
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54 USING THE S:\ DRIVE (\SHARED ON \\SERVERNAME)
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Figure 5.4.a - The S:\ Drive

) Important! For files that should only be accessed by a specific Agency, the files must
be stored under the S:\Service_Center\Agency Name folder. If the files are saved just
under S:\ and or S:\Service_Center, then all employees can access them. Please keep
in mind you risk the chance of having your files removed by someone else or sensitive
data can be viewed at this location.

The S:\ drive is mapped to a shared drive on the Windows 2000 Server. This shared drive
provides a central point for storing files to be accessed by other employees. Each Agency has its
own core folder on the shared drive. The shared files are located in the Service Center folder and
are named for each agency. Employees are encouraged to use these shared folders to share
documents, databases, pictures, etc. with their counterparts within their agency and throughout

the service center.

& S:\Service_Center
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Figure 5.4.b - S:\Service_Center
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S Each Agency’s folder has security restrictions that limit access to employees of that
particular Agency. Employees that cross Agency lines will need to have permissions
set to allow access to needed folders. When you need to share files with an employee
in another Agency, simply store those files in the Service_Center folder.

55 NETWORK CONNECTIONS

As you may have started to observe, network connections are critical to daily functions on the
computer. A majority of the items used now depend on connectivity (user files, e-mail, printing,
etc.).

If you are unable to access resources on the network, simple connectivity issues may be to
blame. For more information regarding troubleshooting the network, see Section 16 —
Troubleshooting.

5.6 USING THE CCE SERVER AS A TOOL

The implementation of the CCE Servers added resources to the USDA environment. With the
addition of the servers, users now have centralized points for login, printer sharing/management,
file sharing, etc. These centralized resources make overall network use and management easier
for the IT staff and the users.

Centralized login provides users with the ability to login to any machine in the USDA domain
and access their home directory and shared files. This login authority allows for a seamless
transition for employees that work in multiple offices, regardless of frequency.

Users are encouraged to take full advantage of network resources available to them. Sharing
files with counterparts has become as easy as saving files for your own use. Users can now add
network printers without knowing the specific names of available printers.

The CCE servers provide a secure, stable environment for file storage. Users have access to
ample amounts of storage space in a secure environment. Each user’s home directory has
security restrictions that limit access to the files to the user.

5.7 MY NETWORK PLACES

My Network Places is the starting point for access to essential network resources. Many
enhancements have made My Network Places an easy tool to use tool as compared to its
predecessor.
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Figure 5.7.b — Detailed Network Card IP Information

5.8

ADDING NETWORK SHARES (MAPPING NETWORK DRIVES)

There are several ways to access information on the CCE Server and/or other computers that
maintain shared resources. For resources accessed often, the quickest method is to “Map a
Network Drive.” Mapping a network drive is simply the process of assigning a drive letter to a

shared directory. To add a network drive:

1. Open Windows Explorer.
2. Click [ Tools ] = [ Map Network Drive ].
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3. Select a drive letter for the drive.

S Itis recommended that you choose drive letter R:\ for shared resources. If you have
multiple shared drives you may choose letters that represent the town name, share
name, etc. While A:\ and E:\ shares are available on the list, it is not recommended
that you choose these letters as they are removable devices and can interfere with the
drive use.

4. Type in the location of the shared resource (i.e. \\servername\shared,
\\servername\firstname.lastname, etc.). Example: \\iabeltsvilc001\john.smith
Click [ Finish].

The network drive will be mapped and will automatically open in a new window.

Excessive network drive maps can affect the performance of a machine.

O Oow

If you are mapping a drive to another office Server’s Shared folder, it will require the
IT Staff to grant access rights to your user account for the remote server.

5.9 VIEWING MESSAGES FROM THE SERVER (CONSOLE MESSAGES)

There are occasions where the network administrator needs to relay information to all users
connected to the server. The network administrator will frequently use a tool called Console
Message to provide these alerts. Generally these messages will be about problems with network
resources (i.e. printer failures) or upcoming network outages (i.e. server reboot or maintenance).
These messages come from the server and will display on your screen. You will need to click

[ OK ] on these messages to remove them from your display.

WARNING! It is very important to read and understand Console Messages before choosing OK and
continuing your work. These messages can inform you of upcoming network outages
that might affect current work or resource availability. If you receive a console
message that you do not understand, contact your local system administrator.

Messenger Service E

Message from MEBANGORZ0C001 to MEBANGORZ0L108 on 11/13/2002 1:06:47 PM

THIS I3 A COMSOLE MESSAGE

Figure 5.9.a — Sample Console Message (From the Server)
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6 ACCESSING USDA APPLICATIONS

USDA applications can be accessed via the Program menu by clicking [ Start ] =» [ All Programs ]
=>» [ USDA Applications ], and then moving to the application of interest, and clicking on the
desired application.

I Backup *
I Comm Sessions 4
I SIR Handbook 2005 »
) Utiliies 3

Figure 6.a - USDA Applications Menu

S Thisisa sample of the USDA Applications menu. Menu options will vary based upon
installed applications.

Since each CCE machine is customized for the user(s) that work on it, USDA applications
installed will vary for each machine. If you find that applications are not installed that are
needed, contact an IT Staff Member.
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7/  REMOTE CONNECTIVITY AND FILE TRANSFER

7.1 RUMBA SESSION:

7.1.1 NITC
NITC is a Communications Session for accessing the National Information Technology Center
Kansas City Mainframe.

1. Click [ Start]=>» [ All Programs ] =» [ USDA Applications ] = [ Comm Sessions | =»
[NITC].

2. When finished with your session, click [ Connection ] = [ Disconnect ].

7.1.2 NFC DIRECT ACCESS

NFC Direct Access is a new telnet connection tool that allows users to have a direct connection
to the NFC Mainframe instead of logging into NITC and then selecting the option for NFC.

Once NFC Direct Access is installed, an icon is created on the user’s desktop titled “NFC Direct
Access” which will allow the user to connect directly to the NFC Mainframe. The user no longer
needs a NITC userid to access NFC only.

If you do not have the shortcut on your desktop, you will need to notify your IT Staff Member so
it can be installed.

7.2 FTP SESsION FOR AMAS CAsH AND FOCUS (RD ONLY)

An FTP Session stands for “File Transfer Protocol” which is used to download AMAS Cash and
FOCUS Reports on the mainframe for Rural Development.

7.2.1 CREATING FTP SESSION FOR AMAS CAsH/FOCUS ONLY

& These instructions must be followed at least once. Once the session has been created it
can be shared with other users (changing accounts as necessary) and/or placed on the
server for shared access.

1. Click [ Start] =» [ All Programs ] = [ Net Manage Utilities ] =» [ FTP Client] =» [ FTP
Client ].

2. Double click [ Make a New Session ].

At the FTP CLIENT ADD-IN screen, click [ Next ].

At the CHoose CONNECTION screen, select [ Connect Directly to Specific FTP Site or Host |
and click [ Next ].

At the TYPE OF TRANSFER screen, select [ Account | and click [ Next ].
At the IP ADDRESS OR HOSTNAME screen, type: 165.221.4.12 and click [ Next].
Type the username and password and click [ Next ].

B~ w

5

6

7.

S For AMAS Cash use the NIS ID assigned; ARDXSSCC where X=type of id, SS=state
code, CC=office code, (i.e. ARD2303 for the third District Office in State 23), for
FOCUS Only use your FOCUS ID and password.
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13.
14.
15.
16.

17.
18.

19.

7.2.2

©o ok~ w

Click [ Finish].
At the FTP CONNECTING screen, type in the username and password (these may be
prefilled) and click [ Connect ].

Click [ Tools ] = [ Transfer Mode ] =» [ ASCII ] to change the transfer mode to ASCII
(once this has been changed you should see “ASCII transfer mode” on the bottom of
the FTP window).

Click [ Session ] =» [ Properties ] to open the properties window for this session.
Click the [ Advanced ] Tab and put in the initial folder name:

For AMAS CASH, use ASL900.FTPDN.ARXSSCC (where the 00 are zeros and
ARXSSCC is the ID used above)

For FOCUS Only, use ASL900.FTPDN.ARXSSCC.P.AFXNNN (where the 00 are zeros,
the ARXSSCC is the NIS ID and the AFXNNN represents the Focus ID for the User)
Click [ OK].

Right click on the session and select [ Disconnect |].

Close the FTP CLIENT screen.

Open the FTP CLIENT screen again, click on [ FTP Sessions ] so the session created is
shown in the right hand side of the screen.

Right click on the session created and select [ Rename ].

Rename the Session appropriately (AMAS CASH or FOCUS Only) and then press
<Enter>.

Close the FTP CLIENT screen.

CREATE A SHORTCUT TO AMAS CASH/FOCUS ONLY SESSION (CREATED ABOVE)

Right click on desktop and click [ New ] =» [ Shortcut ].

Browse to [ c:\Program Files\Net Manage\Net Manage Utilities\DATA\FTP Sessions\ |,
click on the name of the session you saved previously, then click [ OK].

Click [ Next ], rename the icon if desired, and then click [ Finish ].

IMPORTING FOCUs MACROS INTO WORD (FOCUs.DOT) (ONCE PER USER ON PC)

Obtain the focus.dot file from the IT staff.
Copy focus.dot to c:\documents and settings\firstname.lastname\application
data\microsoft\templates.

If Microsoft Word has not been opened by the user yet, the folder will not exist. If this
occurs, simply open Word and then copy the file.

Open Microsoft Word.
Click [ Tools ] =» [ Macro ] = [ Macros ].
Click [ Organizer... ].

Click on the left [ Close File ] button (this will close the file in the left box). The
button will change to [ Open File ]. Click on the button again and open the file
focus.dot.
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10.

If the right side does not list normal.dot, follow the same procedure on the right hand
button to open normal.dot in the right hand window

Select all of the macros from focus.dot (use your mouse to drag and select) and click [
Copy ] to copy them to normal.dot

Close the Organizer Window

ACCESSING AMAS CAsH AND Focus REPORTS

Double click on the shortcut.
Input your ID and Password.
The folder desired should be displayed on the left side of the window.

If there are reports to download, they will be displayed on the right hand side of the
window.

Right click on the file and select [ Rename ].
Rename the file with a .doc extension to make it a word document.
Double click on the word document to open it in Word.

Click <Alt> + <F8> to open the macros window. Choose the macro desired to reformat
the report. Print the report and save if desired. Close Word.

When finished with the FTP files, right click on the session name and select

[ Disconnect .

Click [ File] < [Exit].
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8 NON-USDA SOFTWARE APPLICATIONS - SETUP AND USE

8.1 ADOBE ACROBAT 6.0 STANDARD

The instructions listed below provide you the steps needed to convert a document to an Adobe
Acrobat form. Documents need to be in their final form prior to conversion to Adobe as
individual users will not have authority to make changes in an adobe file. However, regular
users will have the option to make recommended changes to a document, similar to the
AutoCorrect Option in word.

S If you do not see the three Adobe Icons (see Figure 8.1.a) as instructed below you will
need to click on [ View ] =» [ Toolbars ]| =» [ PDFMaker 6.0 ].

If the PDFMaker 6.0 does not appear as a toolbar, click on [ Tools ] = [ Macros | =

[ Macros ]. Make sure the PDFMaker.dot (Global Template) is in the “Macros In”’: box;
highlight [ AddOur Toolbar ] in the Macro Name list field and click [ Run]. The toolbar
will then be added.

'EEI Document1 - Microsoft Word

! Fle Edit Wew Insert  Formak  Tools  Table  Window Help  Adobe POF  Acrobat Comments

) o bl (3 8@ s 9 -] &) GdRead i TmesnewRoman - 12 <] B
(E‘@‘@’EE)

Figure 8.1.a — Adobe PDF Conversion Toolbar

Refer to the following on the different ways to covert PDF files.

8.1.1 CONVERT TO ADOBE PDF

1. In Microsoft Word, open up the document you want to convert to a PDF file.
2. Located on the toolbar, click on the first icon. Refer to the following screen print.

Convert to Adobe PDF _'-’@ ﬁ ﬁ H

Figure 8.1.1.a — Convert to Adobe PDF Icon
3. At the SAvE ADoBE PDF FILE As screen, change the Save in field to the location you want
to save the file to. Keep the name the same if desired, then click [ Save ].

4. The file will then convert to a PDF file and open directly into the Adobe Acrobat
Standard window.
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8.1.1.1 CoNVERT TO PDF AND EMAIL/REVIEW

The following two icons are used to convert a file to a PDF file, then email it to someone and
also to email it to someone to review in the reviewing format.

'@'E’Eﬂ‘g

Convert to Adobe
PDF and Email and Send for R

Convert to Adobe PDF

eview

Figure 8.1.1.1.a — Additional PDF Icons

8.1.1.2 CONVERTING TO PDF VvIA FILE PRINT

1. In Microsoft Word, open up the document you want to convert to a PDF file.
2. Click on[File]=» [ Print].

Printer
Mame: ,,g HP4100401 |’J Properties
T;::.s é &idobe PDF Find Printer...
Where: @ [ Prink ko Fil
Comment: | £ ) HP4100401 [ Manual duplex
Page range Y
@ all = ) HP4100401_Duplex h s
(O Current pg X
(O Pages: I: = a Microsoft Office Docurnent Image ‘Wiker Collate
Enter page nuf . \
separated by | o a Micrasoft OFfice Live Meeting Document Writer
Prink what: I: i
- i ":a Phaser 73000T :l

Frink: [ =

1 ,

E&é #erox Phaser 2135 alirg w
Opkions. .. [ Ok ] [ Cancel ]

>

Click [ OK ].

Figure 8.1.1.2.a — Adobe PDF Print Screen
3. Press the down arrow beside NAME: field and click [ Adobe PDF ] (see Figure 8.1.12.a)

5. When conversion has completed your document will open up for viewing in Adobe

Acrobat.
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8.2 MCAFEE USE AND UPDATES

The CCE Workstations have McAfee Antivirus software pre-loaded and running on them.
McAfee is configured to automatically update its definition files from files located on a Central
E-Policy Orchestrator Server, scan incoming files, and completely scan the hard drive on a
weekly basis. The automatic update will occur between 10:00 am and Noon and then again
between 5:00 and 7:00 pm.

VirusScan has been configured to automatically perform a full scan on the system at 6:00 pm
every Tuesday. If the machine is not on, then the next time it is turned on, the scan will occur
immediately. This will include laptops that are out of the office.

S With Viruses, like other things, “The best offense is a good defense.” Be careful when
opening any e-mail attachment, EVEN if it is from a known and trusted source. If you
are not expecting the attachment, call the sender to determine if it is a valid file. Do
not use floppy disks that have not been scanned for viruses.

8.2.1 CHECKING THE LAST VIRUS FILE UPDATES AND PERFORM A MANUAL UPDATE

Periodically, you may want to check to see if your virus definition files are being updated. This
will ensure that you have the latest version of files to help prevent your computer from being
infected. In cases where the latest version of files are not updated, instructions are also provided
on how to run a manual update.

8.2.1.1 To CHECK THE DEFINITION/DATA FILES

1. Rightclick on the [ VirusScan On-Access Scan Shield in the System Tray ] ﬂ and
select [ About VirusScan Enterprise ].

2. The ABoUT VIRUSSCAN ENTERPRISE DIALOG Box will be displayed — the critical thing is to
look at the Created on: date. Refer to the following screen print. This date should be
less than a week old.

About VirusScan Enterprise E|

VirusScan Enterprise 8.0.0
Copyright © 1995-2004 Metworks Associates Technology, Inc. All Rights Reserved.

License Type: licensed
McAfee® B_uFFer O\_u'e:r_ﬂow Protection Definitions: 131
- @ Wirus Definitions: 4505
VirusScan Created On: June 7 2005
Enterprise Scan engine: 4400
Mumber of virus signatures in extra driver: Mone
Mames of viruses that extra driver can detect: MNane

Patch Versions: 10

‘Warning: this computer program is protected by copyright law and international treaties.

Unauthorized reproduction or distribution of this program, or any portion of it, may result in
severe civil and criminal penalties, and will be prosecuted ta the maximurn extent possible

under the law,
' Mcfifee

Figure 8.2.1.1.a — About VirusScan Enterprise Dialog Box
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3. Make note of the CREATED ON: date.
If the date is within a week, then click [ OK].

If the date is more than a week old, click [ OK ]; perform the steps in Section 8.2.2 to
run a manual update, then recheck the date by repeating the above steps. Compare
with another workstation in the office. If still not updated, contact an IT Staff
Member.

8.2.2 PERFORMING A MANUAL UPDATE

1. Right click on the [ VirusScan On-Access Scan Shield in the System Tray ] ﬂ and
select [ Update Now ]. The following screen will appear.

Wirusacan Console, .

On-Access Scan Propetties. .,
On-Access Scan Statistics. ..
On-Access Scan Messages. .,

On-Demand Scan...

pdate Mow...

About VirusScan Enterprise. ..

TN TH=.

Figure 8.2.2.a — Update Now Menu Item

2. Once you receive the “Update Finished” message, click on [ Close ] (or wait 30
seconds and the screen will close automatically).

McAfee AutoUpdate

Update in Progress

Please wait for update to finish...

Initializing update ... ~
Werifying catalog.z.

Entracting catalog.z.

Loading update configuration from: Catalog.sml

Searching available updates for Agent 3.1.2.

Searching available updates for Engine.

Productz] running latest Engine.

Searching available updates for DAT 3.

Productz] running latest DAT 5.

|dpdate Finished v

Auto cloze in 28 seconds. LClose

Figure 8.2.2.b — McAfee AutoUpdate in Progress Screen
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3. Repeat the steps in Section 8.2.1 above to verify the definition/data files updated.

8.2.3 PERFORMING A MANUAL VIRUS SCAN

There may be an occasion where you want to perform a manual scan on all local drives of your
computer or just a specific drive of your computer.

VirusScan has been configured to automatically perform a full scan on the system at 6:00 pm
every Tuesday. If the machine is not on, then the next time it is turned on, the scan will occur
immediately. This will include laptops that are out of the office.

8.2.3.1 PERFORMING A MANUAL VIRUSSCAN ON “ALL LocAL DRIVES”

The default is setup to perform a scan on “All local drives” which includes Local Disk (C:)
drive; CD/DVD drive(s); floppy drives, and/or removable media drives. To perform a manual
scan on all local drives:

1. Click [ Start]=>» [ All Programs ] =» [ Network Associates | = [ VirusScan On-Demand

Scan .
¥« VirusScan On-Demand Scan Properties - (unsaved task) E]EI
Task Help
Wwhere | Detection | Advanced | Actions | Unwanted Programs ¢ *
@ Specify where scanning takes place.
Itern namme Type
]2l local drives Local drives
@ Running processes Memaone
Reset ta Default
Save as Default
[ ad.  J[ Ed. || Femoe |
Scan options
Include subfolders
Scan boot sectars

Figure 8.2.3.1.a — VirusScan On-Demand Scan Properties Screen

2. With [ All local drives ] highlighted, click on [ Start ]. The following screen will
appear.
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¥& VirusScan On-Demand Scan Progress - All local drives E]|E|EJ

Scan  Detection Help
Pausze
3 = E

Pmpgmes

Scanning in: | VwINDOWS \nstallert | 78644398-8764-4493-4E 0D-E 901 AEEB291B |
File: | |

Progress

Stop calculating estimate ]

Calculating Estimate Time: 0:00:12  Scanned: 0 Detections: 0

Figure 8.2.3.1.b - All Local Drives Manual Scan Screen

3. Once the scan has completed, you should see the following screen change. If a virus
is detected, contact an IT Staff Member immediately. If no virus was detected, click
on [ Close ], then close out the VIRUSSCAN ON-DEMAND SCAN PROPERTIES Screen.

¥ VirusScan On-Demand Scan Progress - All local drives |Z||E|g|

Scan  Detection  Help

I E B R E 8 E

Scanning i | |
File: | |
Progress
[Illllllllllllllllllllllllllllllllllllllllllllllllllllllllq
C Fo wirus found Time: 1218 Scanned: 28726 Detections: 0 ‘:

Figure 8.2.3.1.c — All local drives — No virus found screen

8.2.3.2 PERFORMING A MANUAL VIRUSSCAN ON A SPECIFIC DRIVE (1.E. CD/DVD, FLOPPY
A: ETC.)

To perform a manual scan on a specific drive (i.e. CD/DVD drive, Floppy A: drive, removable
media, etc.), you will need to complete the following. The screen prints in this section will show
the example of scanning a CDROM.
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1. Click [ Start] =>» [ All Programs ] =» [ Network Associates | = [ VirusScan On-Demand

Scan .
¥« VirusScan On-Demand Scan Properties - (unsaved task)
Task Help
where | Detection | Advanced | Actions | Unwanted Programs € % Save Az
% Specify where scanning takes place.
Itern namme Type
bl local diives Local drives
@ Running processes Memaone
Reset ta Default
Save as Default
[ ad.  J[ Ed. || Femoe |
Scan options
Include subfolders
Scan boot sectars

Figure 8.2.3.2.a — VirusScan On-Demand Scan Properties Screen

2. Click on [ Edit].
3. At the EDIT ScaN ITEM screen, click on the down arrow by the Item to scan field, and
select [ Drive or folder ].

4. Inthe LocATioN field, type in the [ drive letter:\ ] of the drive you want to scan or click
on [ Browse ] and browse to the drive. Refer to the following screen print.

Edit Scan ltem

[tem to zcan:
| Drrive ar folder w |

Location

o1 |

[ Q. ][ Cancel ]

Figure 8.2.3.2.b — VirusScan On-Demand Edit Scan Item Screen

S For other drives, substitute the D:\ with the drive letter of the drive you want to scan.
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5. Clickon[OK].
6. With [ D:\] highlighted, click on [ Start]. The following screen will appear.

¥& VirusScan On-Demand Scan Progress - D:\ E|§|@

Scan  Detection  Help
Pauze
] ez E

P[gpg[heg

Scanning in: |Scanning Boot Sectar(s] |

File: | dh |

Frogress

[ Stop calculating estimate ]

Scanning Boot Sectorz] Time: 000070 Scanned: 0 Dretections: 0

Figure 8.2.3.2.c — VirusScan On-Demand Progress of D:\ Screen

7. Once the scan has completed, you should see the following screen change. If a virus
IS detected, contact an IT Staff Member immediately. If no virus was detected, click
on [ Close ], then close out the VIRUSSCAN ON-DEMAND SCAN PROPERTIES screen.

¥ VirusScan On-Demand Scan Progress - D:} |Z||E|rz|

Scan  Detection  Help

I EEEE s E

Scanning in;: | |
File: | |
Progress
[llllllllllllllllllllllllllllllllllllllllllllllllllllllllld
<] ITTe s found Time: 0:00:023  Scanned: 1 Detec@
—

Figure 8.2.3.2.d — Specific drive (D:\) — No virus found screen

8. At the VIRUSScAN NOTIFICATION screen asking if you would like to save the changes,
clickon[No].

YirusScan Motification

“'ou changed the zcan settingz. Would
you like to zave them?

Figure 8.2.3.2.e — VirusScan Notification Screen
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8.3 NETMEETING

With NetMeeting, you can actively participate in discussions, work in shared programs with
NetMeeting features like a whiteboard, and share data over the Internet. You can also talk to
people by using audio, video, or chat.

Before using NetMeeting, each user needs to configure NetMeeting with individual name and
email preferences.

1. Click [ Start]=» [ All Programs ] =» [ Accessories | = [ Communications | =»
[ NetMeeting ].

S I you receive the NetMeeting — Not in a call screen immediately, then the
configuration has been completed. Close out the screen, otherwise, continue to the
next step.

2. At the NETMEETING ENABLES YOU TO COMMUNICATE... screen, click [ Next ].

3. At the NETMEETING — ENTER INFORMATION ABOUT YOURSELF... screen, type in your first name,
last name, email address and your location as State Agency City (i.e. IA RD Des
Moines), then click [ Next ].

4. At the NETMEETING — A DIRECTORY SERVER LISTS PEOPLE... screen, verify the [ Log onto a

directory server when NetMeeting Starts | is checked, then change the DIRECTORY name
to [ nmd.usda.gov |.

5. Click [ Next].
6. At the NETMEETING — SPECIFY THE SPEED OF YOUR CONNECTION... screen, select [ Local Area
Network ] and click [ Next ].

7. At the NETMEETING — TO HELP MAKE NETMEETING EASIER TO FIND... SCreen, remove the
checkmark in front of [ Put a shortcut to NetMeeting on my Quick Launch bar ] and click
[ Next].

8. Click [ Next ] through all of the Audio Tuning Wizard screens, changing settings as
needed, then click [ Finish ] at the final Audio Turning Wizard screen.

9. The NETMEETING — NOT IN A CALL screen will open. Click on the [ X ] to close out the
screen.

8.4 WINDOWS MEDIA PLAYER (ADDITIONAL CONFIGURATION)

You can use Microsoft® Windows Media® Player 10 to play and organize digital media files on
your computer and on the Internet. In addition, you can use the Player to play, rip, and burn CDs;
play DVDs.

Prior to using Windows Media Player, additional steps are required to finalize the configuration
of Windows Media Player. Please perform the following steps when prompted the first time.

S Please remember there are specific licensing and copyright issues with using digital
media. These items also take up disk space and should be limited in use.
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1. At the THANK YOU FOR CHOOSING WINDOWS MEDIA PLAYER 10 - SUPPLEMENTAL END USER
LICENSE AGREEMENT screen, click on [ | Accept ].

€ Windows Media Player 10
Thank you for choosing Windows Media Player 10

- SUPPLEMENTAL EMD USER. LICEMSE AGREEMEMNT ~
A Printsbls Version —
= SOFTWARE UPDATE FOR MICROSOFT WINDOMWS CLIENT OPERATIMNG SYSTEM

SOFTWARE

WINDCWS MEDLA PLAYER 10

PLEASE READ THIS SUPPLEMEMTAL EMD-USER LICENSE AGREEMENT ("SUPPLEMENTAL
EULA") CAREFULLY, BV IMSTALLING OR USING THE SOFTWARE THAT ACCOMPANIES
THIS SLIPPLEMENTAL EULA, YO AGREE TO THE TERMS OF THIS SUPPLEMENTAL ELLA,
IF ¥OU DO MOT AGREE, DO MOT INSTALL OR USE THE SOFTWARE,

|

Figure 8.4.a — Supplemental End User License Agreement Screen
2. At the WELcoME TO WINDOWS MEDIA PLAYER 10 screen, click on [ Next ].

€ Windows Media Player 10
Welcome to Windows Media Player 10

rid Aexible misic :

Thank vou For installing the all-in-one media plaver that makes it easy to discover, play, and take
wour digital entertainment anywhere, on both the widest choice of partable players and on computers
running \Windows XP.

During setup, Windows Media Player 10 will be set as the default plaver for playing your digital media
content, including music, videos, TV shows, CDs, and DYDs, This setup process will allow you to
customize the defaults and other installation options.

Figure 8.4.b — Welcome to Windows Media Player 10 Screen
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3. At the SELECT YOUR PRIVACY OPTIONS screen, remove the checkmark in front of Display
media information from the Internet; Update my music files by retrieving additional
media information from the Internet; and Acquire licenses automatically for protected
content, then click on [ Next]. Refer to the following screen print.

© Windows Media Player 10 3

Select your Privacy Options

rer an enhanc ce, data js exchanged

Privacy Options . Privacy Statement

Enhanced Playback Experience

w More information [ Display media infarmation from the Internet
J about these privac
options [ Update my music files by retrieving additional media information From the Internet

[J&cquire licenses automatically For protected content:

Mote: madia information reteieved may not be m your focal fanguage
Enhanced Content Provider Services
[ 5end unigue Player ID to cantent providers
To view or change privacy settings that affect cookies, click Cookies

Customer Experience Improvement Program

11 wantk ta help make Microsaft safbware and services even betker by sending
Player usage data to Microsoft
History
Save file and URL history in the Player

[ e | e

Figure 8.4.c — Select your Privacy Options Screen

4. At the CUSTOMIZE THE INSTALLATION OPTIONS screen, leave all items check and click on
[ Finish].

€ Windows Media Player 10
Customize the Installation Options

Configure wour desktop and edia Player 10 default settings,

File Types g More Options

Windows Media Plaver 10 will be the default plaver For the file bypes that are selected in the Following lisk, *You must be
logged on as an administrator or a member of the Adminiskrators group to change these settings,

Description: windows Media Audio File (wma)
Includesdﬁles with windows Media Wideo file (wrv)
wina and \wax ) e B

Bt Windows Media File {asF)

Music C0 Plavback

MP3 audia file {mp3)
Windows videa file {avi)
windows audio fil (way)
Mawie File (mpeg)

MICT File (rrid)

ATFF audio File (aiff)

AL audio file (au)

Figure 8.4.d — Customize the Installation Options Screen
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8.5

WINZIP

WinZip is a tool included on your workstation that is used for file compression. Compressing
files makes a significant difference when sending large items to other users. Compressed files
are generally referred to as a “Zip” file or an archive.

8.5.1

8.5.2

=

Mo RE

CREATING A ZIP FILE

Open Windows Explorer.
Navigate to the folder that contains the file(s) to be added to the zip file

Select the files(s) desired (For help with selecting files, see Copying or Moving
Multiple Items).

Right click on the selection and choose [ Win Zip ] =» [ Add to
(suggested filename).zip ].

(This will create a zip file based upon default settings. To customize your zip file
and/or file name, perform steps 5&6).

Right click on the selection and choose [ Win Zip ] =» [ Add to Zip File... ].
The Add dialog box will display. Type a name for the archive (Generally there will be

a path for the file displayed and you only need to add the name of the file) and click
[ Add].

If you need to change the location where the file should be saved, click on the
[ New ] button.

Make sure the *““Save full path info” option is not selected. This will allow the person
receiving the file to be able to extract the file to any location they choose.

Zip files can be saved and transmitted just like any other file. If you are sending a zip
file to a non-USDA recipient, that recipient can obtain tools to extract the file from
WWW.winzip.com.

OPENING A ZIP FILE

Open Windows Explorer
Navigate to the folder that contains the Zip file to be opened.
Double click on the file name.

A WinZip dialog box will open displaying the files contained in the zip file. To save
all of the files, click [ Extract ]. (If you only want to save a portion of the files, select
the files desired prior to choosing Extract).

The Extract dialog box will open and display a path where the files will be saved.
This path can be changed by typing a new path or navigating to the new location in
the folders/drives box. Once the correct path is shown, click [ Extract ].
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8.6

QUICKTIME PLAYER — CONFIGURING THE CONNECTION SPEED

The first time you go into QuickTime Player, you will be prompted to set the Connection Speed.
You will need to perform the following steps:

S This will only need to be performed once

Access QuickTime Player by clicking on [ Start ] =»[ All Programs | =» [ QuickTime ]
=> [ QuickTime Player ].

1.

2.

Apple QuickTime

Click [ OK ].

File Edit Mowie Favortes ‘Window Help

% i B Internet 9
\ i g Internst Explorer @) Actessories
: Administr
! | 5] e-mai iministrativ
: | =3 microsoft office outl Wicrosoft OFf
z | Q
' MetM L
B i “Ig Paint @ tetttanage
. Hstscape Col | arder ko function praperly, QuickTime needs to
! 1 Microsoft Dffice W knaw pour Connection Speed ta the Intemet. This
g ' ’E 2003 ) Wetwork Assc informatian is set in the QuickTime Cantrol Panel
C ! Tl QuickTime
)i ' Set Program Access Real
A Defaules
g 1) Startup _DK
@ Windaws Media Play UsD# Applica
: i@ winzip
i "@ Tour Windows 12| e pcrohiat Disti
00:00:00 Loading... |

B OO0 T £ B

00060

)

Figure 8.6.a — QuickTime Message

Apple Quick™ QuickTime Settings

File Edit Movie Fawaorte: Windo

| Connection Speed

=]

56 Kbps Madem/ISDN

28.8/33.6 Kbps Modem
I Al 55 Khps Modem/1SDM

112 Kbpz Dual ISDN/DSL

256 Kbpsz DSL/Cable

384 Kbps DSL/Cable

512 Kbpz DSL/Cable

7ES Kbps DSL/Cable

1 Mbpsz Cable

1.5 Mbps T1/Antranet/LAN

Intranet/ L&l

=l

Figure 8.6.b — Selection of Connection Speeds
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3. Select the Connection Speed for the appropriate location by clicking on it.

S  Most Service Center Offices will use the 1.5 Mbps T1/Intranet/LAN connection. Some
offices with less than five staff may be on a 256 Kbps DSL/Cable connection. Modem
dialup would be 56 Kbps Modem/ISDN

B QuickTime Settings X]

| Connection Speed j

QuickTime will chooze among multiple verzions of intermet
media bazed on the connection speed you specify.

QuickTime's default is to play one stream at a time,
Uze thiz option to allow playback of multiple streanms
zimultaneouzly. This may degrade performance if your
available bandwidth iz exceeded.

Figure 8.6.c — Example of a Connection Speed

4. Close out the QUICKTIME SETTINGS screen by clicking on the [ X ], then click [ File ] =
[ Exit ] to close out QuickTime.

8.7 ARCGIS 9.0 DESKTOP RECONFIGURATION

The first time the user goes into ArcMap they will get an ArcGIS Desktop pop-up message
stating that Windows is running configuration. Windows will start to configure ArcGIS on the
system (this process takes a few minutes), then they will get a message stating that they need to
insert the ArcGIS Desktop Installation CD. When they insert the CD (it will either start the
configuration or they will have to click OK or retry, can’t remember, they just need to follow the
screen). After a few minutes everything will close and ArcMap will open. This can all be done
under the local user account, no administrator logon is required.

This only applies to ArcGIS 9.0. ArcGIS 8.3 works fine after the update is installed.
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9 PRINTING

From the Print dialog box, you can change your default printer (the printer that the job is
automatically sent to if you don't choose a printer), check the status of a print job, and cancel a
print job.

There are two types of printers available for use by Windows based programs, local and network.
Local printers are physically connected to the PC, while network printers are connected to
another PC or server on the network. A local printer appears with the printer name and/or type.
A network printer will appear as the “printer name on server name”. Refer to the following
screen print.

"8: Printers and Faxes

© File

Edit Wi Faworites Toaols Help :,'

\_/'- \_) Lﬁ /.._\‘ Search [ Folders -v

: Address C__;, Printers and Faxes =~ | 5o

Mame

2# HP4100_Duplex / Network Printer

L HP4100401 on iadesmoin2c001
“oa hp4100n401 u] Ready 1T 5¢

Printer Tasks

Local Printer

See Also

ej Troubleshoot prinking
@) Get help with printing

Other Places ES

2 cControl Panel

Figure 9.a — Difference Between Local and Network Printers

S Anetwork printer can be added while logged on as a Regular userid. A local printer
must be installed by an IT Staff Member.

9.1 To ADD A NETWORK PRINTER

1. Click [ Start ] = [ Printers and Faxes ] to open the Printers dialog box showing the
available printers (in list or icon format).

% Printers and Faxes

Fiz Edt Wiew Favorkes Tooks  Help "
€] O T Oseuch [ rolders | [T~
ress [0 Prinksrs and Faxes v B
i Documents | Stabus Comments Location Made!
-‘eﬁamx DocuPrint N2125 PS o Ready #erox DocuPri
PYPI £ HERNZ12502 on 199.158.132.15 0 Ready Kerox in EngrafResources NRCS Enginesring/...  Kerci DocuPr]
. Lzslexoptraci71 on 199.144,12,15 i] Ready (Color Laser Printer/Central Area Lexmark OptraC Col...  Lexmark Cptr
& Setup faxing 2 Lesnark Optra CPS o Ready Lexmark Cptr.
‘QIBM 4039 LaserPrinter o Ready IEM 4039 Las:
—— £ HRAMPLUSO7T on 199.144.21.15 0 Ready State Director Open Area Rural Developrent  HP LaserJet 4
ee Also
£ hp4050nDeS on 199.144.12.15 0 Ready Mini Mopierfiiext ko Fax Machine  HP 4050N{Mini Mapier  HP LaserJet 4
8] Trodtleshoot printing ‘23 HP DeskJet 1120C 0 Ready HP Deskdet 1
@) et hlp with printing £, Canon MukPASS F50 Prinker on 192,.. 0 Unable ta. .
‘éﬁtmbal PDFWriter o Ready Acrobat POF
24 Acrobat Distiller ] Ready AdobePs Act
Other Places
[ Contral Panel
2y Stanners and Cameras
5} My Documents
@ My Pictures
Raks 2

Figure 9.1.a - Printers and Faxes Dialog Box
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2. Click [ Add a printer ] in the navigation pane.
3. Atthe WELCOME screen, click [ Next].
4. At the LocAL OR NETWORK PRINTER screen, click [ Next ].

Add Printer Wizard
Local or Hetwork Printer O

The wizard needs to know which tppe of printer to st up,

Select the oplion that describes the printer you want to use:

(%) & netwark. printer, or a printer attached to another computer

L} To zet up a network printer that iz not attached ta a print server,
\_1) uze the "Local printer” option.

[ < Back ” Mext > I[ Cancel ]

Figure 9.1.b - Local or Network Printer

S This box will be defaulted to “A network printer.” Only system administrators have
the permissions needed to add local printers.

5. At the SPECIFY A PRINTER screen, click [ Connect to this printer...], then in the Name:
field, type: \\(Server Name)\ Example: \\iadesmoin2c001\. A list of printers
installed on the server will appear. Refer to the following screen print.

Add Printer Wizard

Specify a Printer
If you dan't know the name or address of the printer, you can search for a printer
that meats your neads.

What printer do you want ta connect ta?

() Find a priter i the directary
(%) Cormect to thiz printer (o bo browse for a printer, select this option and click Mest):

Mame: | “Madesmain2e00t Y

ViadesmoinZc0011HP 1 300M301
YiiadesmoinZc001 \HPZS00CM301
‘iiadesmoinZc001 \HPZS00CM401

‘iadesmoinZc001hp2500cm402
URL: | Wiadesmoin2c001 \HP2E00301

\\iadesmain2c001\HP2600CM401 .

1iadesmaoinZo001 {HP4000301 -printer

v

[ < Back “ MNext » l[ Cancel

Figure 9.1.c - Specify A Printer

S Youcanalso type in the IP Address of the server instead of the Server Name (Ex:
\\199.151.225.15\).
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6. Click on the desired printer from the list and then click [ Next ].

7. Make the appropriate selection on the Default Printer box (if shown) and click
[ Next].

Add Printer Wizand
Default Printer O,
“r'our computer will alvways send documents to the default printer unless you specify Q&/
othenwize.

Do pou want to uge this printer az the default printer?
&) Yes
O Mo

Figure 9.1.d - Default Printer Dialog Box

8. At the ComPLETING THE ADD PRINTER WIZARD screen, verify that the desired printer is
shown and click [ Finish ] to complete the installation.

Add Printer Wizard

Completing the Add Printer
Wizard

‘You have successfully completed the Add Printer “Wizard.
fou specified the following printer settings:

I arne: HF4100407 on iadesmoinc001
Default: e

Locatiorn: RD

Comment: RO -IT Section

To cloze this wizard, click Finish.

[ <Back || Finish |

Figure 9.1.e - Completing the Add Printer

S These steps can be used as many times as necessary to add all desired printers. They
can also be used by laptop users when visiting another USDA site to find local printers
in that site.

S If you are connected to the USDA network, you can send a print job to a printer in
another site if you have a connection and sufficient permissions. This can alleviate the
need to use a fax machine to transmit some documents.
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S I you receive the error message below, XP drivers for the printer have not been
installed on the server. Contact an IT staff person to notify them of the printer and
error message received.

Connect to Printer E|

@ Windows cannot connect ko the printer, The driver that vou are trving to install is not compatible with Windows P,

Figure 9.1.f - Possible Printer Driver Error Message

9.2 To CHANGE THE DEFAULT PRINTER

1. Click [ Start] =¥ [ Printers and Faxes ] to open the PRINTERS AND FAXES dialog box
showing the available printers (in list or icon format).

2. Right click the desired printer and select [ Set as Default Printer ].

S Once a new default printer is chosen, all new Windows print jobs will be sent to that
printer, unless redirected manually in an application.

9.3 To CHECK THE STATUS OF A PRINT JOB AND/OR THE STATUS
(AVAILABILITY) OF A PRINTER

1. Click [ Start] =¥ [ Printers and Faxes ] to open the PRINTERS AND FAXES dialog box.

2. The dialog box displays printers installed, the number of documents waiting to be
printed, status of the printer, comments and location (where available).

3. Double click the printer icon of the printer desired.
4. Look under the Document Name column to locate a document of interest.
5. Check the information appearing in the Status column for that document.

9.4 DELETING A PRINT JOB

1. Click [ Start ] = [ Printers and Faxes ] to open the Printers and Faxes dialog box.
2. Double-click the printer icon of the printer to which a job was sent.

3. Select from the list in the printer dialog box, the name of the document for which you
wish to stop printing.

4. Click on [ Document ] =» [ Cancel ].
e Only the owner of the document and/or a system administrator can delete specific print

jobs. If your own print job cannot be canceled, contact your local system
administrator.
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9.5

USING DRAG AND DROP PRINTING

Drag and Drop printing can be used to drag a document to a printer shortcut on the desktop.
When the document is “dropped” onto the printer shortcut it will automatically be sent to the
printer. This is an efficient way of printing documents that are frequently updated, etc. using

desktop shortcuts.

1. Click [ Start ] = [ Printers and Faxes ] to open the Printers and Faxes dialog box.
2. Right click on the printer desired and select [ Create Shortcut ].

% Printers and Faxes

File Edit View Favorites

90 ¥

Address | %2 Printers and Faxes

-4

Printer Tasks 2 ¥erox DocuPrink N2125 PS ] Ready
g #dd a printer L KERMZ125137 on 199.144.21.15 o Ready FSA Admin section
— R LgL¥ERNZ12502 on 199,158.132.15 a Ready werox in Engrg/Resources
@ See what's printing LgtlexoptracO? 1 on 199.144,12.15 1] Ready Color Laset Printer/Central Area
Se‘?ct printing 2 Lesmark Optra C PS 0 Ready
CRCETEEE 2 IBM 4039 LaserPrinter 0 Ready
N A pause printing
ﬁ? Lz HP4MPLUSO?7 on 199.144,21,15 a Ready State Director Open Area
{2 Share this printer P \hp40s0n059 on 199048 102 n Ready Wini MopizrfNest to Fax Machine
¥ Delete this printer (S HP Desklet 11200 Open Ready
‘3}; Set printer properties £z Canon MultiPASS F Prinking Preferences. .. Unable to,..
23 Acrobat PDFWriker Ready

Other Places

B control Panel

S, Scanners and Cameras

Tools  Help

Folders E -

ey Search

Al Mame

23 Acrabat Distiller

Sharing...

o Delete

Status: Ready Documents: O Location: HP 4050M

Properties

Pause Printing

Documents | Status

Ready

Create Shortcut

[B9=][e3)
."_l

b GD

Comments

Figure 9.5.a - Create Shortcut to Printer
3. Atthe SHORTCUT dialog box, click [ Yes ] to Create Shortcut on Desktop.

Windows cannok create a shortcut here,
Do you want the shartcut to be placed on the desktop instead?

&

Yes Mo |

Figure 9.5.b - Shortcut Dialog Box

9.6  SENDING A FILE DIRECTLY TO THE PRINTER (I.E. POSTSCRIPT .PS FILES)
S FSA Employees receive files in .ps formats. These files can be printed in three simple
steps, saving the files, mapping a printer and sending the saved file to the printer.

=

On some workstations the LPT1 port gets automatically mapped to a printer when a
user logs onto the system and would not require steps 2-5 to be performed. To
determine if this is the case, you can click on [ Start] = [ Run]and then type: cmd
and press <Enter>. At the command prompt type: net use and press <Enter>. If the
system responds with a printer map to Iptl then steps 2-5 can be ignored. Type: exit
and press <Enter> to return to the desktop.
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1. Save the file in an accessible location (i.e. S: or H:).

2. Click [ Start] = [ All Programs ] =» [ USDA Applications ] =» [ Utilities ]=» [ Map Printer
to LPT1].

3. Inthe Servers section, click on the [ Servername ]. A list of shared printers for the
server will appear in the Printers section.

4. Click on the printer you want to map to Lptl. You should then receive the LPT1
MAPPED TO <PRINTERNAME> screen. Click on [ OK ].

S Ifthe printer was not shared at the time it was installed on the printer, the printer
name will not appear in the Printers section.

5. The selected printer will now show mapped to LPT1. Click on [ Close ].

6. Using Windows Explorer, browse to find the saved file. Right click on the file and
select [ Print to LPT1]. The file will automatically be sent to the printer mapped in
Step 4.
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10 USING INTERNET EXPLORER

Internet Explorer is the default Internet browser supported by the CCE XP workstation
configuration.

10.1 WORKING WITH FAVORITES

The Favorites folder can be used to organize links to:

¢ Frequently visited web pages
¢ Folders and/or drives on the local workstation
¢ Folders and/or drives on network computers/servers

The Favorites folder can be accessed from several places on the computer: My Computer, My
Network Places, Internet Explorer, etc.

) Accessing Favorites from Outlook has been removed. We have included Section 10.1.1
below on how to add Favorites to the Outlook Menu Bar.

In addition to accessing favorites from other windows, the Favorites folder can be accessed by
clicking [ Start ] =» [ Favorites ].

S Do not rename the Links folder. Internet Explorer uses this folder as the basis for the
Links toolbar.

10.1.1 ADDING FAVORITES TO THE OUTLOOK MENU BAR
With this new version, Favorites no longer show on the menu bar in Outlook. This can be
manually configured by performing the following steps:

1. While in Outlook, click on [ View ] = [ Toolbars | =» [ Customize ].

2. Click on the [ Commands ] tab.

3. Inthe CATEGORIES section, click on [ Menu Bar ].

4

In the ComMMANDS section, click and drag [ Favorites ] up to the menu bar. This can be
placed anywhere. Example below shows it placed between Tools and Actions.

i File Edt View Go Tools Actions  Help
Piadbew - | 4 L3 X | - L Reply ,ﬁn&m Al (5 Formard | Y SendReceive - ([P0 Find] s | Tepe
fe) B2 T

Customize

E=uemitesenitnge Toolhars | ComMgnds | options
[ Inbax To add a command tNg toolbar: select a category and drag the 5
54 Unread Mail command out of this dWNgg boz to a toolbar.
| For Fodons Lin Categories: ;ummangs: W
=5 sent Items E:ljet G File p =5 Y
| Edi |
[ Postmaster Jod, i S v
All Mail Folders Favorites ) v
o — iss > T
= s =
[ Infected
L@ Junk E-mail = »
[ letterhead Tools > o
L= outbox . —
3 Postmaster [Modify Selection ~ | [ Rearrange Commands... |
3 Quarantine T nd
(=5 Sert Items 19 th
& [ search Folders ad
H 5 Junk
@ 3 Personal Folders o]
= 3 Personal Foldersn F

Figure 10.1.1.a — Drag Favorites to the Menu Bar
5. Click on[Close].
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10.1.2 ADDING TO THE FAVORITES FOLDER

The Favorites folder contains a folder called “Links” by default. Items in the Links folder are
displayed on the Links toolbar.

10.1.3 ADDING A WEB PAGE TO THE FAVORITES FOLDER

1. From Internet Explorer, go to the Web Page.

2. Click [ Favorites ] =» [ Add to Favorites ].

3. Inthe Add Favorite dialog box, type the name desired for the link.
4. Click [ OK] to add the web site to the favorites.

10.1.4 ADDING A FOLDER OR DRIVE TO THE FAVORITES FOLDER

1. Open My Computer or My Network Places.

Select the Drive or Folder for the desired link.

Click [ Favorites ] = [ Add to Favorites ].

In the Add Favorite dialog box, type the name desired for the link.
5. Click [ OK] to add the web site to the favorites.

> own

10.1.5 OPENING FAVORITES

Items on the Favorites Folder can be opened by selecting the link from the favorites menu in a
window, or using the Favorites Explorer bar.

When a link is chosen that references a web site, Windows XP will automatically connect to the
Internet and open the window in Internet Explorer.

10.1.6 ORGANIZING FAVORITES

Once you have started using Favorites, you may find that you have added so many that it is hard
to find the item that you are looking for. To keep the Favorites Folder easy to use, it is best to
organize the folder. To manipulate the favorites list:

1. Open Windows Explorer or My Computer.

2. Click [ Favorites ] = [ Organize Favorites ].

3. Inthe Organize Favorites dialog box, choose the link to be moved and click [ Move to
Folder ].

4. Inthe Browse for Folder dialog box, click the destination folder and then click [ OK ].
Other management tasks available in the ORGANIZE FAVORITES dialog box:

¢ Create a new folder: Click the [ Create Folder ] button and type a name for the new folder
¢ Rename: Click the [ Rename ] button to rename the link or folder

¢ Delete: Click the [ Delete ] button to delete the selected item, then click on [ Yes ] in the
dialog box to confirm the deletion
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11 USING NETSCAPE NAVIGATOR

Internet Explorer and Microsoft Outlook have become the default browser and e-mail client for
CCE systems. There may still be occasions where you need to use Netscape Navigator.

11.1  USING NETSCAPE NAVIGATOR

1. To use Netscape Navigator, click [ Start] =» [ All Programs ] =» [ Netscape
Communicator | =» [ Netscape Navigator ].

2. If you receive CREATING A NEW PROFILE screen, perform Steps 3 — 7. Otherwise, skip
down to Step 8.

3. Click [ Next].

4. At the ENTER YOUR NAME AND EMAIL ADDRESS screen, do not input any information, click
on [ Next].

5. At the CHOOSE A NAME AND DIRECTORY FOR YOUR PROFILE screen, change the Profile Name
field to h:\netscape For laptops/tablets that are storing files on the laptop, type:
c:\home\firstname.lastname\netscape

Click [ Next ].

At the SET UP YOUR OUTGOING MAIL SERVER screen, click on [ Next ].

If you receive the THE DIRECTORY YOU SPECIFIED... screen, click [ Yes ].
At the SET UP YOUR INCOMING MAIL SERVER screen, click on [ Next ].

10. At the NAVIGATOR IS NO LONGER REGISTERED TO HANDLE ... Screen, place a checkmark in
front of [ Do not perform this check in the future ], then click on [ Yes ].

© o N o
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12 USING MICROSOFT OUTLOOK (E-MAIL)

The following information pertains to the use of Microsoft Outlook 2003.

The XP Update 2 installation will convert the current configuration. There are many
enhancements and the screen displays will be different than what you have been used to in the
past. Information has been provided if you want to change the settings to look similar to what
you have been using.

12.1  USING OUTLOOK/EXCHANGE IN OFFLINE MODE

Offline means that the inbox, deleted items, calendar, tasks and the outbox folders are all
synchronized to an .ost file on the users hard drive. This gives the user the ability to work with
Outlook and all the user data locally and then sync to the server. The 2 major advantages to this
are: 1) Performance on a network that is slow or unreliable, and 2) The ability to work when
the network is not present.

The question of offline vs. online; the answer depends on two things:

1. Laptop - This isa must. There is no purpose in a laptop if you can’t take mail
functionality with you.

2. Network - What is the network response like in your office? No two offices are the
same. Some offices struggle with slow response back to the datacenters and some do
not. Slow response or time outs will affect the end users experience with
Outlook/Exchange. In online mode the user may experience dialog boxes that pop up
and lock Outlook or just overall poor performance.

What tasks can be performed in Offline mode?

Almost all Outlook tasks can be performed in offline mode. Offline has the ability work with all
the Outlook folders including sending/receiving mail and calendar.

What options do I lose by going Offline?

As you may expect going into offline mode you will lose some functionality. The three major
losses of functionality are Out-of-office rules; access to free/busy and sharing of calendars. Loss
of access to free/busy means when inviting someone to a meeting you can’t see if they are busy
at that time. You can still send invites to a meeting but you will have to rely upon their
acceptance as an indicator that they are not busy.

Can | do both online and offline?

Yes. When Outlook is started, if configured as instructed in Section 12.1.1, it will prompt you to
choose Connect (Work Online) or Work Offline.

This does mean that for a particular session of Outlook it is one or the other, but that doesn’t stop
the user from changing to a different choice. There is an option at the bottom right hand side of
the Outlook window where you can change from Online to Offline or visa versa without having
to close out Outlook.
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The procedure to setup offline folders should have already been performed during the migration
to Microsoft Exchange. The following screen should appear when you first log onto Outlook.

Microsoft Exchange Server,

' You can connect ko the server using the network, or work
I affline, ar cancel this logon,

E.ug‘cunnect | [ﬂurkOFFIine] [ Cancel ]

Figure 12.1.a - Connect or Work Offline Screen
If this screen does not appear, you will need to perform the steps in Section 12.1.1.

12.1.1 CONFIGURING OUTLOOK TO WORK OFFLINE:
1. In Qutlook, on the [ Tools ] =» [ E-mail Accounts ].

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

(O add a new e-mail account

(®¥iew or change existing e-mail accounts!

Directory

(D) add a new directory or address book

(D) view or change existing directaries or address books

< Back l Mext = ] [ Close

Figure 12.1.1.a - E-mail Accounts Screen

2. With [ View or Change existing email accounts ] selected, click [ Next ].
3. Click [Change].
4. Place a checkmark in front of [ Use Cached Exchange Mode ].
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E-mail Accounts

£

Exchange Server Settings
‘ou can enter the required information to connect ko yvour Exchange server.

Type the name of vour Microsoft Exchange Server computer. For information, see wour
system administratar,

Microsoft Exchange Server:

Type the name of the mailbox set up For wou by your administrator. The mailbox name
is usually wour user name.

User Marne: |Deppe, Kathy - Des Moines, 14

Mare Settings ...

[ < Back, “ Mext = I[ Cancel ]

Figure 12.1.1.b - Use Cached Exchange Mode Selection Screen
5. Click [ More Settings ].

Microsoft Office Outlook

' The operation you selected will not complete until you choose Exit from the File menu, and then restart Micrasaft
. Office Outlook,

Figure 12.1.1.c — Restart Outlook Message
6. Click [OK].

Microsoft Exchange Server, f'5__<|

General |P.dvanced Security | Connection || Remote Mail

Exchange Account

Type the name by which vou would like to refer ta
this account. For example: "work" or "Microsoft
Exchange Server".

‘Wwhen starting
(O Automatically detect connection state
(® Manually control connection state
Choose kthe connection type when starting
Default conneckion skate
() Connect with the netwark,
(O wark offline and use dial-up networking

Seconds Until Server Connection Timeout

[ Ok ] [ Cancel ]

Figure 12.1.1.d - Microsoft Exchange Server General Options
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7. Click the radio button next to [ Manually Control Connection State ].
8. Choose the check box next to [ Choose the connection type when starting ].

9. Click the radio button next to [ Work Offline and Use Dial-up Networking ] (even though
you may/or may not be using a network).

10. Click on the [ Advanced ] tab.

Microsoft Exchange Server E|

General | Advanced | Security | Connection | Remote Mail

railboxes
2pen these additional mailboxes:

Zached Exchange Mode Settings
Use Cached Exchange Mode
[JDownload public Folder Favorites

railbozx Mode

Cuklook is running in Unicode mode against the
Microsoft Exchange server,

[ Offline Folder File Settings. .. ]

I o4 H Zancel H Apply l

Figure 12.1.1.e — Microsoft Exchange Server Advanced Tab
11. Click on the [ Offline Folder File Settings . . . ] button at the lower right hand corner of
the window.
12.  Click on [ Browse ]
13. By the Look IN: field, click on the down arrow, then click on [ Local Disk (C:) ].

14. Below the Look in: Local Disk (C:) field, double click on [ Documents and Settings ];
double click on your [ firstname.lastname ], then double click on [ Outlook ].

15. Click on[Open].
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Offline Folder File Settings E'

File: | Zi\Documents and Settingsikathy, de | | Browse |

Encryption Setting

() Mo Encryption

{(*) Compressible Encryption
() High Encryption

Reduces the size of wour offline

Folder File

The affline Falder File will not be
opened on skartup

[ Ok ] [ Cancel ]

Figure 12.1.1.f — Offline Folder File Settings Window

16. Click [ OK].

17. Click [ Yes].

18. Click[OK].

19. Click [ Next].

20.  Click [ Finish].

21. Click the [ Send/Receive ] button to synchronize the ost with the Exchange Server.

S You must do this send/receive before exiting Outlook and going offline or Outlook will

not open properly. If this happens, you must reconnect and go online before you can
open Outlook.

= Outlook Send/Receive Progress

1 of 2 Tasks have completed successFully

| ;

[ Dan't show this dialog box during SendjReceive

Tasks l Errars ]

Mame | Progress Remaining
¥ Microsoft Exchange Server Processing
¥ Microsoft Exchange Server - Sending Processing

Microsoft Exchange Server
Synchranizing Wiews

]

Figure 12.1.1.g — Outlook Send/Receive Progress Screed
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12.2 SCHEDULE AUTOMATIC SEND/RECEIVE SYNCHRONIZATION

The synchronization should be set to no more than every 15 minutes. Setting to less than 15
minutes will undermine the advantage of offline as Outlook will be constantly trying to sync and
on an unreliable network that could cause poor performance of Outlook.

Perform the following to verify the automatic synchronization has been set up.

1. In Microsoft Outlook, click [ Tool ] = [ Send/Receive ] = [ Send/Receive Settings ]
=» [ Define Send/Receive Groups ].

2. Inthe SETTING FOR GROUP “ALL ACCOUNTS” section, place a checkmark in front of
[ Schedule an automatic send/receive every _ minutes ] and change the minutes
to[15].

3. Place a checkmark in front of [ Perform an automatic send/receive when
exiting ].

4. Inthe WHEN OUTLOOK IS OFFLINE section, place a checkmark in front of [ Schedule an

automatic send/receive every __ minutes ] and change the minutes to [ 15]. Refer
to the following screen print.

— 8 Send/Receive group contains a collection of Outlook accounts and
=y C -
| folders. You can specify the tasks that will be performed on the group
S . .

during a sendfreceive.

Group Name Send/Receive when

All dccounts Orline and Offline

(=3
Edit...
COpY..

Remove

Rename
Setting For group "all Accounts”
Include this group in sendfreceive (F3).

Schedule an automatic sendfreceive exvery | 15 S | minutes.

Perform an automatic sendfreceive when exiting.
When Cutlock is OFfline

Include this group in sendfreceive (F3).

Schedule an automatic sendfreceive every | 15 S | minutes.

Close

Figure 12.2.a - Send/Receive Groups Screen
5. Click [ Edit].
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Send/Receive Settings - All Accounts E|
Accaunits Include the selected account in this group
@ Account Opkions
Select the options you want for the selected account
SRl Elizh o Send mail ikems [ Make folder home pages available offline
Receive mail ikems [ 5ynchranize Farms

[ Dowrlaad affline address book
Remote Mail

Folder Options

Check folders from the selected account to include in send/receive

= E/:,:I Mailbox - Deppe, Kathy - Des Moir A
| Calendar
[ERTEIFE] Contacts
%] Al RD Email Lists
& Areal
&= Area 10
& Areaz
8 Area 3
& Area 4
G| Areas
G| Aread hd

[ K l[ Cancel ]

Figure 12.2.b - Send/Receive Settings — All Accounts Screen

6. Place a checkmark in front of all folders that will need to be synchronized while
Offline. Most commonly checked are: Calendar, Contacts, Deleted Items, Inbox,
Outbox, Tasks. If there are subfolders, these will need to be checked also. Refer to
the above screen print.

7. Click[OK].

8. At the SEND/RECEIVE GROUPS screen, click [ Close ].

9. Click the [ Send/Receive ] button to synchronize the “.ost” file with the Exchange
Server.

S You must do this send/receive before exiting Outlook and going offline or Outlook will
not open properly. If this happens, you must reconnect and go online before you can
open Outlook.

= Outlook Send/Receive Prograss

1 of 2 Tasks have completed successfully

I

[ Don't show this dialog box during Send/Receive

Tasks l Errors ]

Mame Progress Remaining
¥ Microsoft Exchange Server Processing
¥ Microsoft Exchange Server - Sending Processing

Micrasaft Exchange Server
Synchronizing Views

]

Figure 12.2.c - Out Send/Receive Progress Screen
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10. Exit Outlook and wait a few seconds for Outlook to close completely and then Open
Outlook again. You will be prompted to choose whether to Connect or Work Offline.

Microsoft Exchange Server

You can connect ko the server using the nekwork, or work,
affline, or cancel this logon,

WWork OFfline Cancel

Figure 12.2.d - Connect or Work Offline Screen

When you choose to “Work Offline”, you will know you are offline by a red x on an Outlook
symbol that will be in the lower right hand corner of your Outlook Window as shown below.

Offline
Figure 12.2.e - Symbol Showing Outlook is Offline

12.3 ADDING FAVORITES TO THE OUTLOOK MENU BAR

With this new version, Favorites no longer show on the menu bar in Outlook. This can be
manually configured by performing the following steps:

1. While in Outlook, click on [ View ] =» [ Toolbars | =» [ Customize ].

2. Click on the [ Commands ] tab.

3. Inthe CATEGORIES section, click on [ Menu Bar ].

4. Inthe CoMMANDS section, click and drag [ Favorites ] up to the menu bar. This can be
placed anywhere. Example below shows it placed between Tools and Actions.

: File Edit Mew Go Tooks | Favorites | Actions  Help
S e - [ (23 %< | EpRerly a,;."-n&:o all 5 Forward | S SendiReceive - |[BoFnd| (55 | [l Tvpe

Favorite Folders

[ Inbose

51 urread Mail
| For Fodoms Lo
=5 Sent Items
[ Postmaster

Cateqories:
[ File:

| Edit

| Wi

| Favorites

All Mail Folders

==
[ Inbox
[ Infected
L @ Junk E-mail
1 letterhead
[ Outbaox
[ Postmaster
[ Quarantine
=5 Sent Items
il L3 Search Folders
B £ Junk
® £ Personal Folders
=l =3 Personal Folders0

D : Menu Ba el | | s __::

[Modify Selection ~ ] [ Rearrange Commands.. . ]
Ty nd
1q th
ad

- Close

Figure 12.3.a — Drag Favorites to the Menu Bar
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5. Click on[Close].

12.4 CHANGING THE VIEW IN OUTLOOK

The default view of Microsoft Office Outlook 2003 has changed considerably compared to the
older Microsoft Office 2002. The following steps will change the view to look similar to how it

looked before.

When you open Microsoft Outlook, you will receive the following new Outlook view.

B inbox - Microsoft Outlook
I Fle Edt Wiew Go Took Actons Help
[ Mew v| d ﬂ x | -;“ Reply ._d Reply to Al _;_; Forward | *_'| Send/Receive ~ | _ﬁ) Find Q} | @ Type acontact to find = (7} E @,H

=

i
Type a question for help =

Mail ———Jinbox

Favorite Folders

Arranged By: Date| Newest ...

L Inbox

L9 Sent Items

L7 Crafts
L4 Cutbox

All Mail Folders

|| Drafts
L Inbox
| Infected

L @ Junk E-mail
3 latrarkhe s

L.ﬁ Mail

L Unread Mail (1)
Ll For Follow Up [ 34

(5] Deleted Items (1

= 20 Maibax - Deppe
(5] Deleted Ite

=) Today

all
[d Snyder, Dan - Des Maire...
Fi: Exchange guide
L Toney, Denise - Des MU\H._
Fiidt Leave Receipient ]
4 Deppe, Kathy - Des Moin...
WWorkstation Backup Zip L.

=) vesterday

=] Snyder, Dan - Des Moine. ..
Fiad: 3P Update #2 Pil., @

bt - Snyder, Dan - Des Maire. .

Fiii: XP Update2 Pilot Co...
=) Snyder, Dan - Des Moine. ..

i ! GCalendar

RE: 2003 laptop
=) Snyder, Dan - Des Moine...
RE: Iowa Server - [ades.,

_3___-1 Contacts

- Deppe, Kathy - Des Moin...
Mt Pleazant Workstation.

| 3 Tasks

4 David.Pfaffenberger2@us...
XP Update? Pilot Conf Call

(4 Pfaffenberger, David Mon...

LAz

XP Update #2 Pilot Sit.. @

id Tue... i

App Dist Team Conf Call
Pfaffenberger, David [David. Pfaffenberger@NFAC.USDA.G(

To: CCEApp
Cc:  Deppe, Kathy - Des Moines, 14

Today's Conference Call is rescheduled to next weele Marcus is out
sick today

T'll send around a status on XP Update #2 later this morning along with
other 1ssues related to Application Distribution

If there are any issues or questions, please let me know and 'l try to
address them

We'll meet next week, June 14 and in two weeks on June 21, regular
time. Il send around reminders before the next meetings

Thanks

David Pfaffenberger

TR, Infrastructure Deployment Interoperability Lab
Email: David Pfaffenberger@nfac usda gov

Phone: 775-450-1607

Figure 12.4.a - Default View for Microsoft Office Outlook 2003

The following are two (2) alternative Views to personalize your Outlook with instructions on
how to configure the view.

View 1 shows the Folders List as the main view. This is the closest we could come up with that
looks like the Microsoft Office 2002 Outlook version.

View 2 shows the Favorite Folders and All Mail Folders view. In addition to the default folders
under Favorites, you can add others and delete the ones you don’t want. The Unread Mail and
For Follow Up folders come in handy as they filter out the unread messages and any flagged
messages you have in your inbox.

These views are strictly optional.
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View 1 — Folders List:

Inbox - Microsoft Outlook
! File Edit Wew Go Tools Actions Help Type aquestion for help (=

Eljjﬁew - | = (3 X | & FReply (=8 Reply bo All (-2 Fonward | gif]Send,l’Rageive - | ?pFi_nd i | [l Typeacontacttafind = | (@) a

Al Folders B¢/ [y|From Subject Received Size ||
2 @ Mailbos - Deppe, Kathy ™ (= Deppe, Kathy - Des Maines, 14 Ik, Pleasant Workstatio.., Fri 6/24/2005 9:01 PM 6 KB = T
Calendar 0 (=1 Sheppard, Jim - Fort Collins, CO 175 MewsFlash {correcte. .. Fri 6/24/2005 453 PM ZMB
© (84 Contacts (=3, Carlsan, Dennis - Urbandale, 14 Outlock Web Access Fri £/24/2005 450 PM  115KB
?ZI g:;;;ed Ttems (z = Carlson, Dennis - Urbandale, T4 Designation of Acting Gr... Fri6{24/2005 444 PM  3KB
=) (=4 Carlson, Dennis - Urbandale, 14 June 27-July 1 Fri 6/24/2005 4:42 PM 4 KB

3 Infected (= payrol@bpd.treas.gov Mews Murnber For webTa ... Fri 6/24/2005 12:55PM 46 KB
g Journal 4 (~avlenn DNennic -1 irhandals To PAACTC IF Heln, Eri f124 2005 12 DR C KR
L@l Jurk E-mail

(3 letterhead Outlook Web Access

L'-“é gflttebsnx Carlson, Dennis - Urbandale, 1A

1 Postmaster ‘fou Forwarded this message on

| Quarantine
L= 5ent Items
H [ Sync Issues

To: ug-Ia-allfac
Attachments: Z OWa memoz.pdf (112 KB}

& Tasks
& [ Search Folders The attached memo outlines the procedures to view your Exchange mail from your hame
® 5 Personal Foldersd PC

= 5§ Public Folders
Contacts Folder List]

TUW T s W ocioars
— — 10500 Buena Vista Court
Uthandale, 14 50322

| @] online

Calendar Tasks| [Notes

Figure 12.4.b — Folders List — All Folders View

1. Click on[View ] =>» [ Reading Pane ] = [ Bottom ]. Your view will change as shown in
the following Figure.

2. Clickon[Go]=> [Folder List].
3. You can also move the Mail, Calendar, Contact, etc. bars down so they are shown as
small icons. This will lengthen the view of the Folder List. Place the cursor on the

dots above the Mail folder, press down on the left mouse button and drag down
until all folders are shown as a small icon. Refer to the above screen print.
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View 2 — Favorite and Mail Folders:

Inbox - Microsoft Outlook: E|@|g|

i Fle Edit Yew Go Tools Actions  Help Twpe a question for help =

PadMew - | =4 (A3 x| i~aReply (4Reply to Al (2 Forward | —_‘1 sendiReceive - | ?pFi_nd | [} Type acontacttofind = | @)

Favorite Folders Subject

Received
B Greening, Yictoria - Des Moin... Thu 7/7/2005 ...
10 (=) Deppe, Kathy - Des Moines, T4 Flease Review the Attached ... Thu 7§7/2005 9:...

(=i Carlson, Dennis - Urbandale, Ia FW: SAAR Ticket 178713, 17... Thu 7J7/2005 &:... 13KB

i~ Sleeper, Julie - Des Moines, 1A Fy': Cffice BBO Thu 7f7/2005 &:... 3KEB

(=1 RC.Johnson Reminder: SIR Meeting Today  Thu 7§7/2005 &:... 3KE

i~y Deppe, Kathy - Des Maoines, 1A M. Pleasant Workstation Bac... Wed 7/6/20059... 6KE I

7 Inbox {1} Iowa RD Employee Roster
L3 Unread Mail (1)
L For Follow Up [25]

L= sert Items

All Mail Folders

=] féff Mailbox - Deppe, Kathy -
& Deleted Items (5)

L7 Drafts

[ Inbox (1) lowa RD Employee Roster

[ Infected Greening, Victoria - Des Maoines, 1A

lig) Jurk. E-mai All RD Employees (ia-rd@one.usda.gov)

1 letterhead : : : :

[ Outbosx Following is the link to an updated Employee Roster which can ~

[ Postmaster alzo he found on the Iowa Intranet Home Page under Useful

3 Quarantine Items, ALDMIN:

L= Sent Ttems

@ [ search Folders http://teawrd. usda.gov/rd/ia/ui/rdroster.xls
= BN NN = Mail. Calendar. Contact. Tasks. Notes. Folder List Icons
/508 Ttems 10| online

Figure 12.4.c — Similar View of Microsoft Outlook 2002
1. Click on [ View ] = [ Reading Pane ] = [ Bottom ]. Your view will change as shown in
the following Figure.

2. You can also move the Mail, Calendar, Contact, etc. bars down so they are shown as
small icons. This will lengthen the view of the Folder List. Place the cursor on the
dots above the Mail folder, press down on the left mouse button and drag down
until all folders are shown as a small icon. Refer to the above screen print.

3. To delete folders under the Favorite Folders, right click on the folder name, then
click [ Remove from Favorite Folders ].

4. To add a folder to the Favorites List, under All Mail Folders, right click on the folder
to be added, then click on [ Add to Favorite Folders ].

5. To change to a different folder (i.e. Contacts, Notes, etc.), click on the small icon at
the bottom of the left hand screen.

125 SENDING/READING E-MAIL MESSAGES

< Your e-mail account must be established before you can send or receive any e-mail
messages.

12.5.1 SENDING E-MAIL MESSAGES

1. Open Microsoft Outlook.

2. Choose [ Connect ] or [ Work Offline ]. Refer to Section 12.1 on the procedures of
working Offline.
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From the navigation pane, choose [ Inbox ] (if not selected).

To send an e-mail message, click the [ New ] icon in the tool bar (A blank e-mail
window will be displayed).

Enter the e-mail address of the recipient in the To: field (Or click [ To: ] to choose
addresses from the contacts list).

Enter the Subject of the message.
Type the text of your message in the text window.

Click [ Send ] to send the e-mail message. Outlook will automatically send the e-mail
message to the outgoing mail server.

12.5.1.1 SENDING AN E-MAIL WITH AN ATTACHMENT

1.

2.

Perform Steps 1-7 in Section 12.3.

Click the button.

E¥ Excel Spreadsheet - Message (Plain Text)

! Fle Edit Wiew Insert Format  Tools  Actions  Help

Picdsend | Gl | 4 o | (& () Tattachas adohePor [ 8| 1 B | ¥ | [ options.., | @ [

—_
A

A ) ANB LU |ES

Subjeck: Excel Spreadsheet

Here is the spreadsheet we discusseN.

Click the Paperclip
to attach a file

Figure 12.5.1.1.a — Sending an E-Mail Message with Attachment

In the INSERT FILE dialog box, navigate to the file desired and double click to insert (or
single click on the file name and click [ Insert ].
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Insert File

Loak in: | k4 rathy . Deppe on Tadesmoinzo,. . RS | @ - | Q X L EH - Tools -
L;é Mame Drate Modified
! ) access 3232005 1:3
Iy Recent [ acrobat 4j15/2004 32
Documents
) backup Si16/2005 9:4
= Sexcel 44152005 5:5
L [CExchange 4)78/2005 1:3
Desktop 5 ExchMigrate 6f14/2004 12:
) kathey 44132005 7:3
by [T kathy Deppe Events Log_files 4113/2005 7.3
__,J' [ MISC LABELS 12/z(2004 12:
My Documents | | =) py pictures 923/2004 11
[Chnetscape BiE/2003 9116
- £ outlock 94232004 10:
@ (25 powerpoint 2i25}2004 9.5
My Computer ||~ coccions 11/18/2003 9 ¥
I 4 >
1 File name: | - | ITnsert
My MNetwork,
Places Files of bype: | all Files (*,*) v Cancel

Figure 12.5.1.1.b — Selecting the File for Attachment
4, Once the file has been attached, the e-mail will show it as an attachment.

E¥ Excel Spreadsheet - Message [Plain Text) |'-_||'E|E|
! Fle Edt Wiew Insett Format  Tools  Ackions  Help

Pddzend | [ | 4 9 B4 2 0] FTAttach as Adobe POF | [ 8

! § | ¥ |[]optons. | @ &
S 5= i !

= == %

[ To,.. l |Firstname.Iastname@st.usda.gov |

[ e | |

i

H - -lALB LU

Subject: |E><ce| Spreadsheet |
Atkach... |@__]Server5chedule.xlsf29KB) |[ Attachment Options. .. ]

Here's the spreadsheet we dis sed.

Attachments are
displayed here.

Figure 12.5.1.1.c - E-Mail with Attachment
5. Once the e-mail and attachments are satisfactory, click [ Send ].

12.5.2 READING E-MAIL

1. Open Microsoft Outlook.
2. From the navigation pane, select [ Inbox ] (if not selected).
3. Click [ Send/Receive ] on the Mail toolbar to check for new e-mail messages.
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12.6  ORGANIZING E-MAIL

As e-mail becomes more widely used, it is easy for your inbox to become an unorganized mess.
It is simple to organize your messages into folders for ease of use. To create a new folder:
Open Microsoft Outlook.

Right click on the [ Inbox ] folder in the navigation pane, then select [ New Folder ].
Type a name for the new folder.

Under Select where to place the folder..., click on [ Inbox ].

Click [ OK].

6. At Add Shortcut to Outlook Bar, click [ No ].

Once the folder has been created, you can move messages into that folder using cut/paste.
Messages can be moved one at a time or in groups. For more information on Copying files see
Copying or Moving Multiple Items.

o wpn e

S Remember! Items in your inbox can be sorted by clicking any column header in the
inbox. For example, you can sort e-mails by subject and copy groups of e-mails easily.
Normally e-mails are sorted by date and time, to return to that view click on the
Received column header.

One of the best ways to manage your e-mail is to delete messages. While e-mail is a necessary
tool, it is not intended for long term storage. Users with large amounts of e-mail messages stored
can encounter a variety of problems.

12.6.1 USING THE ORGANIZE TOOL

Outlook now includes a great tool to help automatically organize e-mails into folders. This tool
will allow you to create “rules” that Outlook uses to deliver messages directly into folders. This
tool can also be used to change views of e-mail, etc.

To use the organize tool:
1. Open Microsoft Outlook.

2. Click [ Inbox ] in the navigation pane to open the inbox.

3. Click [ Tools ] =» [ Organize ] (this is a toggle button and will remain “on” until clicked
again).
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4.  This will open the Organize Navigation Pane at the top of the Inbox Window.

Inbox - Microsoft Outlook |Z”E|g|

I Fle Edit Wew Go Tools  Acti Type a question for help =

: mew +| 4 > | . | Create a New Rule or Alert

Rg 2 contact bofind = | @) @ o

Mew Folder... | Rules and alerts. .. | x

Favarite Folders

#® Move message selected below to | backup “ | [Move ]

Toview or edit wour rules, an ore advanced options, click ‘Rules and Alerts' above,

Move this Message (or Group of Messages)
All Mail Folders

= @ Mailbox - Dep d_\
ey oo — .. &
Subject Received Size |7 |
—"EI Change Colors |

L7 Inbox (2}
L3 unread Mail (4)
L For Follow Up [35
[I= Sent Ttems

5] Deleted Items
_1 Postmaster (2}

and Views RE: Caling Card Cancellation Request Tue 6/14/2005 ... 5KB ©
Eale hy - Des Moines, 1A ITS SERVICE DESK - (TSTRAT) Ticket Closure F¥L... Tue 6f14/2005 ... 3KB ©
8= contacts | | Greening, Yictoria - Des Moine... Acting State Director Tue 6/14/200... 2.. 7

=
/] Tasks RE: Calling Card Cancellation Request
I » || todd millan [todd millan@mci .corm]

B14 Items | @] orline
—

Figure 12.6.1.a - Microsoft Outlook's Organize Tool

This organization pane makes it easy to move a single message (or a group of selected messages)
into a folder. You can also create a rule that dictates all messages from (or sent to) a particular
e-mail to be automatically saved in a designated folder. For example, you might create a folder
called “Important — Boss” and make a rule that all e-mail messages from your boss get
automatically sent to this folder.

& Be careful not to organize and create so many rules that you can’t find incoming
E-mail messages! If you have messages sent to folders automatically, be sure to check
those folders for messages that need action!

The organization pane can be used to change color settings (messages from particular individuals
appear in one color, etc.), view settings (how the inbox is displayed), and Junk E-Mail settings.
12.6.2 MOVING COLUMNS

You may want to change the order of the e-mail columns. Be default, the “From” column is
before the “Subject” column. You can change the order of the columns by clicking on the
column name and dragging it to the left or right.

12.6.3 CHANGING THE FORMAT OF THE “RECEIVED” COLUMN

You can change the format on how the date is displayed in the “Received” column. Right click
on the column name and select [ Format Columns ]. Click on the down arrow in the “Format”
field and select a format, then click [ OK].
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12.6.4  ADDING A SIGNATURE MESSAGE
You may want to use a Signature Message to be included anytime you send an e-mail.

1. Open Microsoft Outlook.

Click on [ Tools ] =» [ Options ].

Click on the [ Mail Format ] tab.

Click on [ Signatures ], then click on [ New ].

Enter a name for the Signature, then click [ Next ].

Input the text for the signature, click on [ Finish ], then click [ OK ].

If you want to use a VVCard, select [ New VCard from Contact ]. Type in the name or
select the contact that you want as the VVCard, then click [ Add ]. The contact will now
appear in the “Create vCards for:” section. Click [ OK], then click [ Finish ].

8. The Signature for new messages field now shows your signature filename. To add this
to the Signature for replies and forwards, click on the down arrow and select your
Signature filename.

9. Once completed, click [ OK ] to close out the OPTIONS screen.

No gk~ wd

12.7 DELETING/RECOVERING OUTLOOK E-MAIL MESSAGES

12.7.1 PROPERLY DELETING OUTLOOK E-MAIL MESSAGES

When it is necessary to delete multiple messages in the inbox folder or any sub folders, click on
the first message to be deleted. In the case where the messages to be deleted are directly below
one another hold down the shift key and then click on the last message in the list to be deleted.
After verifying that all messages to be deleted are highlighted, ensure that the shift key IS NOT
depressed and delete the messages. See Figure 12.7.1.a.

Inbox - Microsoft Outlook:

i Fle Edit W¥iew Go Tools  Actions  Help Type a question for help
Spelbew v | = A3 X | & Reply (—4Reply ko Al :% Forward | —j SendjReceive - | %,)Fi_nd = | @ Type acontacttofind = | (@)
m| Look For: ~ Search In = Inbox Find Mow  Clear Options =

Favatite Folders

L= Inbox {1}

3 Unread Mail (10}
L3 For Follow Up [35
[=4 sent Ttems

(3 Deleted Items (5 !
1 Postmaster {9}

Subject Received

13 [ From

=] Date: Today

Mon &)1 T

At 2500 Prinker

All Mail Folders

Acting State Director Mon 6§13)... 2., %

=] @ Mailbox - Deppe, e
(&) Deleted Ite -
[ Drafts FW: Critical Server Qutage - 2:30PM Today

Figure 12.7.1.a - Deleting Multiple Messages Using the <Shift> Key

Warning!ll If you leave the shift key depressed when you delete the
messages, the messages will be deleted for good. These messages will not
show up in the deleted items folder and cannot be recovered.
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When it is necessary to delete multiple messages in the inbox folder or any sub folders, click on
the first message to be deleted. In the case where the messages to be deleted are NOT directly
below one another hold down the ctrl key and then click on each message that needs to be
deleted. After verifying that all messages to be deleted are highlighted, ensure that the ctrl key IS
NOT depressed and delete the messages. See Figure 12.7.1.b.

Inbox - Microsoft Outlook:

I Fle Edit Wew Go Tools Actions Help Type a question For help
BRI (A3 X | & Reply =g Reply to Al q\; Forward | —j sendiRecsive - | c_"pFi_nd = | [ Tvpeacontacktofind = | (@)
m| Look For: ~ SearchIn = Inbox Find Mow Clear Cptions =

Favarite Folders

[ Inbox (1) @ [ From Subject Received
3 unread Mail (13)

L3 For Follow Up [35
L= Sent Ttems

& Deleted Items (3 ) 5
[ Postmaster {12} [[? Mon 6/13(2005 ...

All Mail Folders

= @ Mailbox - Deppe, e b
(3] Deleted Ite = |
L7 Drafts 0
7 Inbox (1)

(=] Date: Today

FMon 6{13(2005 ...

Figure 12.7.1.b - Deleting Multiple Messages using the <Ctrl> Key

Important!!! For those of you that have your messages viewed as “Shown in Groups” (i.e.
specifies messages in groups received Today, Yesterday, Monday, etc.), when you are deleting
files, if you have the words Today, Yesterday, etc. highlighted, when you hit the Delete key, you
are deleting everything for that day instead of individual e-mail messages. Make sure to
highlight just the messages you want to delete

It is vital that the procedures listed above are followed to delete messages. If these procedures
are not followed then the e-mail messages that are deleted can not be recovered.

12.7.2 USING “RECOVER DELETED ITEMS” TOOL IN OUTLOOK

This tool is only available in online mode.

By default the Outlook Client is setup to prompt the user to permanently delete items in the
“Deleted Items” folder upon closing the Outlook Client. See Figure 12.7.2.a.

Microsoft Outlook

! "_\ Are ol sure wou wank bo permanently delete all the ikems and subfolders in the "Deleted Items" folder?

Yes Mo |

Figure 12.7.2.a - Prompt to Delete Items in “Deleted Items” Folder
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If you choose yes, all messages in the “Deleted Items” folder will be deleted but can be
recovered afterwards using the “Recover Deleted Items” tool in the Outlook client. After deleting

items from the “Deleted items” folder you have up to 14 days from the date the items were
deleted to recover the messages you need.

Please note that you can only recover deleted items using this tool if the messages were deleted
properly.

12.7.2.1 To USE THE “RECOVER DELETED ITEMS” TOOL IN OUTLOOK

1. Verify that there are no messages in the “Deleted Items” folder. If there are
messages, delete them.

2. Highlight the [ Deleted Items ] folder.
3. Clickon[Tools]=>» [ Recover Deleted Items ] in the Outlook Tool Bar. See Figure

12.7.2.1.a.
Deleted Items - Microsoft Outlook |’._||’E|E|
: Fle Edit Wew Go | Tools | Actions  Help Tvpe a question for help =
Podlew v | 4 X Out of Office Assistant. .. [ Send/Receive + | [ Type & contact tofind v | (@) [
["@ Recover Deleted Ttems. . | Deleted Items Find Mow Clear Options = X |
Favaorite Folders Cptions. ..
b
[ Inbox - Received  |5...|%
I I_I u TTOTT OO =TT e
L3 unread Mail
(3 For Follow Up [35 There are no items to show in this view,
[[=4 Sent Ttems

& Deleted Items

778 Dackraackar

Figure 12.7.2.1.a - Selecting “Recover Deleted Items”

4. The Recover DELETED ITEMS window will appear with a list of items that have been
deleted in the last 14 days.

5. To recover deleted items, highlight each message in the list that you want to
recover. You can use the shift key or ctrl key to highlight multiple messages. Click on
the [ Recover Selected Items ] icon in the toolbar. See Figure 12.7.2.1.b.

% Recover Deleted Items From - Deleted ltems |:||E|[z|

Deleted On From

: 6142005 5:27 4M Deppe, Kathy - Des Maines, T4
~~RE: Mt, Pleasant User Group 6/14/2005 5:27 AM anvder, Dan - Des Moines, 14
| Postmaster notify: Host unknown ., 6142005 5:27 AM Mail Delivery Subsvstem

(2

Figure 12.7.2.1.b - Recover Selected Items
6. The recovered items will appear in the “Deleted Items” folder. See Figure 12.7.2.1.c.
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Deleted Items - Microsoft Outlook |'__||'E|fz|
! File Edt Wew Go TIools  Actions  Help Type a queskion for help =

El_ﬂﬂew - | & x | -L,E.Eepl\,-' L@Reply ko Al -L-.;\; Forward | ?i‘i SendjReceive - | [ Tvpe acontacktofind = | (@) b6

| Loak Far: = Search In v Deleted Items Find Mow Clear Options » X |
Favarite Folders Deleted Items
[ Inbox ¢ [ |@|From Subject Received
L3 Unread Mai

& Deppe, K... Mt Pleasant Workstation Backup Zip Log Report Mon 6/13/... B...

[ For Follow Up [35
[=3 sent Ttems
{a] Deleted Items

Figure 12.7.2.1.c - Recovered Items in the “Deleted Items” Folder

7. If necessary, move the recovered deleted message from the “Deleted Items” folder to
another folder in Outlook.

12.7.3 BEST PRACTICES ON DELETING MESSAGES

If you need to delete the messages in the “Deleted Items” folder prior to closing Outlook,
perform the following:

1. Right click on [ Deleted Items ], then click on [ Empty “Deleted Items” Folder ]. See

Figure 12.7.3.a.
Deleted Items - Microsoft Outlook |'__||'E|D__(|
! File Edt Wew Go Tools Actions  Help Type a question For help =
Poppew - | S X | LBeply ClReply o Al 5 Forward | send/Receive - | [ Type acontacttofind = | (@) &

m& Open |Search In~ Deleted ltems Find Mow Clear Options * X |

L Inbece Send Link ko This Folder £ Received LT
L-.jUnreau:Ir i t Workstation Backup Zip Log R k Maon 6/173 &

3 For Foll fdvanced Find. .. asant Workstation Backup Zip Log Repor on 6/13/... .. ©
L= Sent Ite |@ Erpty "Deleted Itemns" Folder |

5] ; -

O Postmas| =4 Miowe "Deleted Tkems". ..

All Mail Folders {4 Copy "Delsted Ttems”...

Figure 12.7.3.a - Emptying “Deleted Items” Folder
2. At ARE YOU SURE YOU WANT TO PERMANENTLY DELETE ALL THE ITEMS... screen, click [ Yes ].

S Remember that the messages in the “Deleted Items™ folder are counted towards the
total mailbox size. It is a good practice to empty the “Deleted Items™” folder daily.
Please also note that sent items are also counted towards total mailbox size. End users
tend to forget about messages in the “Sent Items’” folder. It is also a good practice to
delete sent items as frequent as possible.
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12.8 USING CONTACTS/GROUPS

Microsoft Outlook makes it very simple to add contacts to your Address Book. The Address
Book is referred to as Contacts in Microsoft Outlook. Outlook’s Contact list is much more
comprehensive that the Address Book in Netscape Navigator and can be exported into other
programs for their use (i.e. printing address labels, etc).

12.8.1 ADDING AN INDIVIDUAL TO THE CONTACTS LIST

1. Open Microsoft Outlook.

2. Click [ Contacts ] in the Navigation Pane on the left hand side of the Outlook screen.
3. Click [ New ] to create a new contact.

4. Enter the details for the contact (Enter at least the name and the e-mail address).

I Firstname Lastname - Contact |Z||E|le
! Fle Edit Yiew Insert Format  Tools  Ackions  Help
e end ose i) 3 0¥ 00D+ - v ]
General | Details Activities Certificates Al Figlds
[FuII Mame. .. ] | Firstname Laskname E-mail... B | Firstname.lastname@st.usda.CIE!
Job title: | Display as: | Firstname Lastname (firstname .Iastne|
Company: | Weh page address: | |
File as: |Lastname, Firstname 1M address; | |
Phone numbers
o) |
| |
[Business Fax... ]E] | |
[Mobile... ]EH |
Addresses
Business. ., E]

[ This is the mailing
address

Conkacks... ]| | [Categories... ] | | Erivatelj

Figure 12.8.1.a - New Contact in Microsoft Outlook

5. Optional: You can assign a category to contacts to make them easier to organize,
search for, or group at a later date. To assign a category, click [ categories.. ], choose
the category(ies) desired and click [ OK].
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Catepories El El

Itemis) belong to these categories:

AQ-Bangor, FSA-IT Add ko List

Available categories:

Ao-Bangor ~
A0-Lewiston 3
AD-Presque Isle

AC-Scarborough

Business

Competition

Favarites

FSh&

Gifts

Goals/Chjectives

Haoliday

Haoliday Cards

Hot Contacts

9

W

:

Ok Cancel | MasterCategoryList...]

Figure 12.8.1.b - Selecting Contact Categories

Master Category List

Mews category:

AC-Bangor
A0-Lewiston
AC-Presgue Isle
A0-Scarborough Reset
Business

Competition

Favarites

Faa

FS&-IT -

Gifts

GoalsfObjectives

Hulidary

Haliday Cards

Haok Contacts

Ideas

International b

OF, | Cancel ]

i

Figure 12.8.1.c - Adding a New Contact Category

6. Toadd new categories, click [ Master Category List... ] and type the name of the new
category and click [ Add ].

7. Once the Contact is complete, click [ Save and Close ].
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12.8.2 ORGANIZING CONTACTS

The Organize Tool can be used to organize contacts similar to the way we use it to organize the
inbox. New category items can be added, contacts can be added to category(ies) individually or
in groups, contacts can be placed into folders, and the Contacts folder view can be changed.

To access the organization pane in contacts:

1. Open Microsoft Outlook.

2. Click [ Contacts ] in the navigation pane.

3. Click [ Tools ] =» [ Organize ] (this is a toggle button and will remain “on” until clicked
again).

4.  This will open the Organize Navigation Pane at the top of the Contact Window.

5. The contacts organization pane is used the same as the inbox see Using the Organize

Tool.
Contacts - Microsoft Outlook E‘E‘El
! File Edit View Go Tools Actions Help Type a guestion for help - =
Daduew - | X EW RN | G Type a contact to find v|wg@6!

My Contacts
g5 Corkacks ® Add contacts selected below to Ad d CO ntact tO
8] all RD Email
S aveat oo anewcatenorycaied| [z ] Category
8] area 10
i rea 2 Groups Here
8 Area 3 Tao see wour conkacks organized b kegory, go ko Lsing Yiews:
6] Aread
G| Areas
A frea
= Contacts New Catego I’y aD-BRIPE
8= Aread 123
Q A:: 3 aDale Bruce - Items are Bohan, Tim
[B2] State Office E-mail: dale.br Business: (818) 7935133 -a-c
C reated H ere E-mail: tim@aci3.com
Current Yiew aNevada Dave £13
G Address Car Business: (775) 7020 e T @id. . Boltz, Patricia - Sious City IA G
Mobile: (7751 450-1607 3539 Southern Hils Drive
O Detailed Ad E-mall: David.Ffaffenber... Bastow, a Keith Sioux City, 1A 511064707
) phone List E-mail: Keith.Bastow@ia.... Business: +1 (712) 276-4645
) By Cateqary a Smith, Jeff {(KCC Servers) 3 .
O v e Business: (B16) D2E-3645 Beason, Michele BRID - Davis, Dwana
o ¥ ombany E-mail: igsmithi@kee.usda. . E-mail: michele.beason@. .. E-mail: dwana.davis@stl....
By Location
O By Follow-up Anderson, b Curt BRIO - Doss, Gayle
) E-mail: Curt, anderson@. .. Business: (314) 335-8622 ¥
== NERER-| P 5|8
84 Items g Orline

Figure 12.8.2.a - Organizing Contacts Using the Organize Tool (Microsoft Outlook)

12.8.3  SHORTCUT VIEW OF SOMEONE’S CONTACT/CALENDAR INFORMATION

If you hold your mouse over a recipients (or sender's) name in an email message, you can get
contact information for that person - address, phone, etc, which saves from looking it up, plus if
the person's calendar is shared, you can check their schedule for that day. See attached screen
print
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Inbox - Microsoft Qutlook

! File Edit Wew Go  Favortes  Faworites  Tools  Ackions  Help

DydNew - | = A3 b4 | -4 Reply ,-_-,gRepIy to Al (2 Farward |—j Send/Receive -

Fawvorite Folders B| 55 Free For next & hours biect
L[ Inbox Office: Iowa State Office brkstation E
L3 unread rail livery Staty
Call Work 515-284-4634 | 3
2 o Fodow Lp = livery Staty
= 2entt Ite;ns 2 Send Mail (dan,shyder@ia, usda,gov) the Securi
nskmaster
2 Additional Actions ¥ Fachments
All Mail Folders L | [ E—
— Lﬁ' Create Rule... e
= t_éi Mailbiox - Deppe, ke A _
() Deleted Item: 8- &ddto Outlook Coptacts. .. ear the
L7 Drafts 8= Lookup Outlook Contact. .. RE: Fo
L7 Inbox .
b Infected Qutlook Properties. .

L@ Junk. E-mai
[ letterhead
= outbos

Ceo: ug-La-ik

Figure 12.8.3.a — Shortcut View of Contact/Calendar Information

12.9 CHANGING THE DEFAULT ADDRESS LIST

1. With Outlook Open, click on [ Tools ] =» [ Address Book ] (you may have to click on

the double down arrow to see this option).

EZ pddress Book E”E'E'
File Edit Miew Tools

L8| x| Eal & N2

Type Mame or Select From Lisk: Show Mames From the:
| |GI|:uI:|aI Address Lisk j
| Marme Business Phone Office

Con Exuserl .

Dion Exusers

Don Exusers

Don Exuserd .-
Dion Exusers

Dion Monexuserl

Dion Monexuser2

exch.best1 s
£ [ ¥

Figure 12.9.a - Address Book Screen
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2. In the Abbress Book window, click on [ Tools | = [ Options ] and a window will
appear as shown in the Figure below.

Addressing

Addressing |

Ky

Show this address lisk First:
|Glnbal Address List hd |

Keep personal addresses in:

whien sending mail, check names using these address lists in
the Following order:

Global Address List

Conkacks
All RD Email Lisks ==

Areal
Area 2 1
Area 3 b

Add. .. ] [ Femove ] l Properties ]

I Ik H Cancel H apply

]

Figure 12.9.b - Addressing Screen

3. Inthe SHOw THIS ADDRESS LIST FIRST: box, select the address list you want to have for
the default. In the figure above, Contacts is selected.

4. In the WHEN SENDING MAIL, CHECK NAMES USING THESE ADDRESS LISTS IN THE FOLLOWING ORDER:
section, click on [ Global Address List ] to highlight.

5. Click on the <down arrow> to move Global Address List to the bottom of the list.

Addressing

Addressing |

X

Shows this address lisk First:

| Contacts hd |

Keep personal addresses in:

| Contacts hd

When sending mail, check names using these address lists in
the Following order:

Add. .. ] ’ Remove ] [ Properties ]

[ oK l[ Cancel ” Apply

l

Figure 12.9.c — Addressing Screen
6. Click [ OK]then click [ File ] = [ Close ] to close out the Address Book screen.
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12.10 GLOBAL ADDRESS AND E-MAIL DISTRIBUTION LISTS

12.10.1 USING THE GLOBAL ADDRESS LIST TO SEARCH AND SEND E-MAIL MESSAGES

There may be times when you need to locate and send someone in another agency/state an email
message. You can use the following steps to use the Address Book in searching the Global

Address List.
1. With Outlook Open, click on [ Tools ] = [ Address Book ].

% Address Book
File Edit Wew Tools

[ERE" N T R

Twpe Mame or Select From List: Showe Mames From the:

| | Global Address List

| Mame Business Phone Office |
Aaberg, Laurie - Gle Glenwond Fislls
#adland, Lorne - Sisseton, 5D USDA Service
Aaker, Leona - Bison, 50 +1 605 244 5222 LSDA Service
Aaneskad, Greg - Santa Rosa, O 707-526-6797 Sanka Rosa &
Aanstad, Michelle - Devils Lake, ND 701-662-4957 Ramsey Cour
Aaron, Deanna - Ada, Ok +1 580 332 3070 =4 Ada Field Ser
Aaron, Jan - Jackson, TH 731-668-2091 Jackson Servi
Baran, Learon - 5k, Louis, MO
faraon, Lois - Michalasville, Ky g59-357-2461 Michalaville Se
Aaron. Maureen - Bav Minette, AL 334-937-3297 Baldwin Coun

£ >

Figure 12.10.1.a - Address Book Screen

2. Change the SHow NAMES FRoM THE: field to the State in which the user is located, then
in the TyPE NAME OR SELECT FROM LIST: field, type in the last name of the user or select
the name from the list below.

S  Youcan also enter the last name of the user with Global Address List selected and you
will receive all entries with the same last name.
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E% Address Book
File Edit Wjew Tools

PERCTRE i G R

Type Mame or Select From List: Show Mames from the:
snyder Iowa w
Marmne Business Phone OfFice T

Snyder, Dan - Des Moines, Ik 515-284-4654 Iowa Stake Office
Snyder, Desires - Muscakine, 1A SE3-263-7944 Muscatine Counky Ser..,
Sryder, Kimberly - Manchester, I S63-927-4250 Manchester Service C..,
Sryder, Teresa - Fork Dodge, 1A 515-573-4351 Fort Dodge Area Office
Sohm, Randall - Ida Grove, I& 712-364-2124 Ida Grove Service Ce,.,
Sorem, Dan - Mevada, 14 +1 {515) 382-2217 Mewvada Field Service ...
Spangler, Mary - Winkerset, LA 515-462-4554 Madison County Serwvi. ..
Spear, Pam - Tipkon, 1A 1319 5886 6051 Cedar Counby Service. ..
Speed, Dan - Tipton, 14 S63-8586-0006 Tipkon Service Center
Sperfslaoe. Tom - West Union. 14 563-422-3863 West Union Service .., %

£ >

Figure 12.10.1.b — Address Book Screen

3. Once you locate the person, click on the name to highlight, then click on [ File ] =»
[ New Message ]. This will open up the New MESSAGE screen and you can begin sending
the person an email as usual.

4. Once the e-mail message is sent, close out the ADDRESS BOOK screen by clicking
[File]=» [Close].
12.10.2 E-MAIL DISTRIBUTION LISTS

With the implementation of the exchange server and active directory users now have the
opportunity to reach more groups of people by simply typing in the office names and agencies.
The instructions before provide you with the basic layout of how to reach these distribution lists.

The basic distribution groups include:

& ALLFAC - All employees in one location.

& RD - All Rural Development employees in one location.
@ NRCS - All NRCS employees in one location.

& FSA - All FSA employees in one location.

&~ CD - All Conservation District employees.

& IT- Al OCIO ITS employees.

To send an email to one of these distribution groups you will type in the state abbreviation and
the city name following by a dash and the name of your group. The examples listed below
should help illustrate the distribution lists name:
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iaclarion-FSA - will go to all employees with FSA in the Clarion Service Center in lowa.
iahumboldt-allfac - will go to the all employees in the USDA Service Center in Humboldt,
lowa.

If you have customers that send emails to your whole office, they may continue to do so by
adding one.usda.gov after the above listed name. For example: If sending an email from an
address outside of the USDA network you would then type in:

iaclarion-fsa@one.usda.gov
iahumboldt-NRCS@one.usda.gov

12.10.2.1 CREATING YOUR OWN DISTRIBUTION LISTS

Users may create their own distribution lists based on their individual needs. We have provided
steps below on how to create a basic e-mail list.

1. In Qutlook, open your Contacts folder ([ Go ] = [ Contacts ]).

2. Click on [File ] =»=>[ New ] =» [ Distribution List ].

3. Inthe NAME field of the MEMBERS Tab, type in a name of your distribution list.

F= Untitled - Distribution List

! Fle Edit Mew Insert Tools Actions  Help

{ |l Save and Close | =4 | | T X - "|'g.l=

|‘ Members> Maotes /

Mame:  |My Distribution List|

[ Select Members, ., l ’ Add Mew,.. ]

1| Marme E-rnail
There are no items to show in this view,

ervate ]

Figure 12.10.2.1.a - New Distribution List Screen
4. Click on [ Select Members ].
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5.

6.

7.

8.

Your Contact List will open. Click on the name of the contact you want to add to your
distribution list to highlight and then click on [ Members ]. This will add the member
temporarily. See the following screen print.

Select Members E|
Type Mame or Select From Lisk: Showe Mames From the:
Contacts
Marme Display Mame E-mail £ CI ICk on the down
a Brian Rodman a Brian Rodman (bria. .. s arrow tO Choose
a Caraol Dunn & Carol Dunn {caral.d... carol R
a Cindy Richtsmeier a Cindy Richtsmeier (... cindy. from d |fferent
a Dale Bruce - {NRCS) a Dale Bruce - (MRCS)... dale b
a Dan Snyder Admin Dan Snyder (0., Dan.s ContaCt fOlderS
a Dennis Carlsan a Dennis Carlson {den... denni:
a Jane Dawson a Jane Dawson (jane.... jane.:
a Jeff Tibbles Jeff Tibbles (jeff.kibbl... jeff.ti
a Jirn McAlpin a Jimn Mcalpin (jim.me,.. jin.me
a Jodi Pentico Admin Jodi Pentica {1... Jodi.F
a Keith Bastow Keith Bastow (Keith.B... Keith.
a Kerry Richards a Kerry Richards (kerr... kerry,
A Cwchioab@ @S Doval leda e A Cchinakd@ S Doowal Aebune v
<
Add ko diskribution list:
Admin Dan Snyvder (Dan,Soyder@ia, usda, govd;
Admin Jodi Pentico (Jodi.Pentico@ia,usda, govl;
b Curt Anderson {Curt. Anderson@MFAC. LISDE, GOV
| Advanced  w [ [a] 4 ] [ Cancel ]

Figure 12.10.2.1.b — User’s Contact List

Continue to add members to your list. When you have chosen all names for your
distribution list, click on [ OK].

At Your Distribution List Name - Distribution List screen, click on [ Save and Close ].

F= My Distribution List - Distribution List

i File J i Insert  Tools  Acktions Help
Save and Close | ) | 1 WEN B A= & - *l'@)!

Members Motkes

Mame: | My Distribution Lisk

| Select Members. .. | ’ Add Mew. .. ] [ Remove

| Mame E-mail
G=| Admin Dan Snyder (Dan. Snvder@ia, usda.gov) Dan, Snyder@ia,usda.goy
G=| admin Jodi Pentico (Jodi.Pentico@ia,usda.gov) Jodi.Pentico@ia, usda. goy

=] b Curt Anderson (Curt, Anderson@MFAC,USDA.G,.,  Curtanderson@MFAC, USDA, GO0

Figure 12.10.2.1.c — Newly Created Distribution Screen

The distribution list you have created should now be saved under your contacts folder.
Distribution lists can be identified in your contacts folder by having the triple head
following their name.

My Distribution List o

Figure 12.10.2.1.d — New Distribution List Under Contacts
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12.11 E-MAIL BEST PRACTICES

Make a decision to delete or keep a message as soon as you’ve read it. If you
decide to keep the message, move it into an appropriate folder. You can remove
messages from the Exchange server and still keep them by moving them to a
folder under your Personal Folders(0).

Check the “Empty Deleted Items folder upon exiting” option. Deleted messages
will then be moved into the deleted items cache each time the client exits. This
keeps the demand for mailbox quota down and reduces the time required to
synchronize mailboxes for offline use.

When you reply to a message, think first. Do | really need to send this message?
Do | need to send this to the 250+ members of this mailing list, or just the original
poster? Do | need to copy the whole of the original message or should | spend a
small amount of time editing the original message down to what is relevant?
Messages can quickly grow from 2kb to 40kb in a conversation between groups
of users if everyone includes all previous text in each message. The exception is
when text from a previous message is used to establish the context for a
discussion.

Don’t use messaging as a way to broadcast information to people who may not
want to receive it. In other words, try and keep the distribution list for messages
as short as possible. Never use the “Reply to All” feature unless you are sure that
all the recipients will value your contribution to the debate.

Don’t include attachments in a message unless you really need to. Send pointers
to documents (the name of the file in a shared file service, or a short-cut to the
document) if at all possible. Alternatively, use a compression program to shrink
large files before they are attached.

Don’t add graphics to auto-signatures as this will drive up the overall size of
messages and create demand the network may not be able to handle. Use HTML
or Richtext for e-mail sparingly. Many e-mail programs cannot read these
formats, so you will be automatically excluding some of your audience if you use
them. Furthermore, HTML uses more bandwidth than plain text, and thereby
incurs unnecessary costs for both senders and recipients.

Don’t leave an unattended PC logged into your Exchange mailbox. Log-out of
Outlook if you have to leave your PC alone.

If you are a laptop user, remember to synchronize the e-mail folders in your
mailbox before you travel, as otherwise you won’t see up-to-date information
when you work offline, and synchronizing via modem is very slow.

Compact your Outlook pst file with the following commands. From the Outlook
Menu select File, Data File Management (select your outlook.pst file) Settings,
Compact now.
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12.12 MANAGING YOUR MAILBOX

One of the worst-case scenarios for a file server is to run out of disk space. To prevent this from
occurring, file space limitations have been implemented for e-mail mailbox stores. These are
separate limits. As an Outlook user there are some important guidelines to remember regarding
files and the use of e-mail to transport or store them. Under the new system, users are limited to
a mailbox size of 100MB. As this limit is approached, restrictions will be automatically
generated by the system and the user will be notified.

If you are getting close to using your allotted disk space, you may receive a message like this:

Your mailbox has exceeded one or more size limits set by your administrator. Your
mailbox size is 80898 KB.

The message will go on to say that if your mailbox size grows beyond 100000 KB (about
100MB), you will no longer be able to send mail.

Please keep the size of your Exchange mailbox as small as possible and remove information
from it as soon as you receive any mailbox warning message. People frequently misunderstand
this message, thinking that Outlook is limiting the amount of mail they can keep on file. This is
not true. There is no limit to the amount of e-mail that you can store in Outlook. There are,
however, some rules about WHERE you can keep large amounts of e-mail.

While you may think of Outlook as a single "file cabinet” for your stored messages, it actually
now has two compartments. The first compartment, which contains your Mailbox folders,
resides on the Exchange server itself. The second compartment contains your Personal Folders.
It's "personal™ because these folders are stored in a pst file on your own hard disk (or possibly in
your home directory on the network file server). The name of your personal folder file always
ends in ".pst".

Now here's the important distinction: The mailbox size limit applies only to folders on the
Exchange server. Those folders are stored in an area that's shared by all Exchange users, and
limiting their size keeps the server working efficiently for everyone. In contrast, your Personal
Folders files are stored on your hard drive.

12.12.1 MoVING MAIL OFF OF THE SERVER

Normally, new incoming mail is delivered to your Inbox on the Exchange server. In addition,
you may be saving a copy of every message you send in your Sent Items folder on the server.
Over time, messages will accumulate in your "Mailbox" area and eventually you may exceed
your mailbox limit. When this happens, you must either delete some old mail, or move mail to
your Personal Folders where it will no longer be subject to the mailbox limit. In theory, moving
mail off of the server is simple. To move a message from one folder to another, you can use the
Move to folder option on the Edit menu, or you can simply drag messages into your Personal
Folders using your mouse.

12.12.2 CHECKING YOUR MAILBOX SIZE

To check the size of your Exchange mailbox at any time, follow these steps:

1. Make sure you’re working Online by selecting [ Connect ] when prompted.

2. Right-click on [ Mailbox — User Name ] in the ALL MAIL FOLDERS Section, then select
[ Properties for “Mailbox — User Name - ..” ].
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Inbox - Microsoft Qutlook

i Fle Edit Wiew Go Favorites

Favarites  Tools  Actions  Help

HES [T = 3 X | - aReply CReply to Al C3 Forward | ngend)’Regeive - C_')J_)Fi_nd S

i T

Favarite Folders

L7 nbax

51 unread Mail (5}
) For Follow Lo
[ Sent Ttems

[l Postmaster (&)

- ‘ SearchIn+ Inbox

Find Mow

4|4/ [y|From
0 (=4 Pentica, Jodi - Clarion, IA
(=i Deppe, Kathy - Des Maines, 14
(- Pfaffenberger, David
(=4 Boltz, Patricia - Sioux City, IA

Subject

(Qutlook sharing

175 Service Desk Work ©
Fu: ITS Service Desk W
RE: Reference Guide

(=4 Sent Items
# [ Search Folders
= 9 Junk
() Personal Folders
= () Personal Folderso
| aDan
| 1 aDennis
—

Process All Marked Headers
Process Marked Headers
©pen Other Folder

| Close "Mailbox - Deppe, Kathy - "

All Mail Folders
ERCA 1o - Deppe, Kathy - Deckad (=i Deppe, Kathy - Des Maines, 14 ‘Wharkstation Backup Zip
oy - Deppe, Kathy - De
(&) Deleted Ttems [ Open —
L@ Drafts ©pen in Mew window
5 Inbiox
[ Infected Send Link to This Falder
[ Junk E-mail Advanced Find. ..
[ letterhead E
[ Outhox JI@ Rename "Mailbox - Deppe, Kathy - ..." .. )
[ Postmaster (5} 4 Mew Folder... finstructions.
[ Quaranting esting differ
Add to Favarite Folders

Sharing. ..

gy when straic

JﬁuzJaEﬁ

Properties For "Mailbox - Deppe, Kathy - ... ..

339 [tems

All Fiole

Figure 12.12.2a - Mailbox Folder Size Menu

Click on the [ Folder Size ] button on the GENERAL tab.
Click on the [ Server Data ] tab. If you see only the Local Data Tab that means you’re

still working Offline.

The TOTAL SIZE figure is the total amount of space your mailbox is using on the
Exchange server. (Example: 57,669 KB = 57.6 MB). You can also see the size of
each individual folder in the window below the total. Refer to the following screen

print.

Folder S5ize

Local Data | Server Data|

%]

Folder Mame: Mailbox, - Ceppe, Kathy - Des M

Size (without subfolders):

Total size {including subfolders): 57669 KB )
Subfolder Size Total Size | #
Calendar 16 KB 16 KB
Contacks IS KB 120 KB
Contacks\All RD Email Lists 17 KB I7KE —
Contacks|Ares 1 4 KB 4 KB
ContacksiArea 10 6 KB 6 KB
Contacks|Ares 2 6 KB 6 KB
Contacks\Area 3 6 KB 6 KB
Contacks\Area 4 4 KB 4 KB
Contacts\Area 5 GEE &6 EE
Crntarts) Area f 4 KR 4kp M

Close

Figure 12.12.2.b - Folder Size Screen
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12.12.3 CLEANING UP YOUR MAILBOX

Mailbox cleanup is the process of moving items to archive files to free up space in your mailbox.
In Outlook, mailbox cleanup is simplified with the addition of the Mailbox Cleanup dialog box
(Figure 12.12.3.a). To access Mailbox Cleanup, on the Outlook toolbar, click [ Tools | =

[ Mailbox Cleanup ].

o ¥ou can use this kool to manage the size of vour mailbox.,

\“”,j) ¥ou can find types of ikems to delete or move, empty the deleted
items Folder, or wou can have Cutlook transfer items to an archive
file.

l Wiew Mailbox Size, .,

.__LJ_:;.) (OFind items clder than (o0 | % days

(#) Find items larger than | zsn % kilobytes
e Click;ng .ﬂ_.utn.ﬂrcl'_uive will move old ikems _tu:n the Butodrchive

= archive file on this computer, You can find

these items under Archive Folders in the folder

lisk.
. Emptying the deleted items Folder permanently
Wy, deletes those items, Suly

l ‘Wiews Deleted Items Size, ., ]
1  Delete all alternate wersions of iterns in your
I:E‘(' mailbo. 2

l Wiew Conflicks Size. .. ]

Figure 12.12.3.a — Mailbox Cleanup Screen
You can perform the following tasks within Mailbox Cleanup to free up space in your mailbox:

e To determine the size (in kilobytes) of your mailbox, in the top pane of Mailbox
Cleanup, click [ View Mailbox Size ].

e To find items older than a specified number of days or items that are larger than a
specified number of kilobytes, click the appropriate option, type a date or a file size,
and then click [ Find ].

e To move old items to the archive file, click [ AutoArchive ].

e To permanently delete items from the deleted items folder, click [ Empty ] then click
[ Yes]. To see the size of your deleted items folder, in the bottom pane of Mailbox
Cleanup, click [ View Deleted Items Size ].

12.12.4 ADDITIONAL TIPS FOR MANAGING MAILBOX SIZE

12.12.4.1 DELETED ITEMS

Remember that when you delete a message, it is not removed immediately. It's moved to your
Deleted Items folder, where it still counts against your mailbox limit. To get rid of deleted

messages completely, right-click on the Deleted Items folder and select Empty Deleted Items
folder. (You can also configure Outlook to empty this folder every time you exit the program).
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12.12.4.2 SENT ITEMS

By default, Outlook keeps copies of all your sent mail (including file attachments) in the Sent
Items folder. Don't forget to clean out that folder as well.

With Outlook open, make sure you have the folder list showing on the left hand side. If you
don’t, then click on View and then Folder List.

Click on the Sent Items folder and highlight one of the e-mails on the right hand side. Press
CTRL + A to highlight all of the e-mails. With all the e-mails highlighted press delete on your
keyboard. The e-mails will be sent to your deleted items folder.

12.12.4.3 ATTACHMENTS

Messages with attachments are likely to be taking up the most room, so look for the paperclip
symbol that indicates an attachment. You can click the paperclip symbol in the column headings
to sort attachment-bearing messages to the top (or bottom) of the window.

12.12.4.4 SORT BY SIZE

In the folder contents view, click on the Size column to sort large messages to the top. If you
don't see a column listing the size of each message, you can add one: on the View menu select
Current view and then Customize current view. This can help you find the message with the big
attachment that is causing all the trouble.

12.12.45 CCE RECOMMENDATIONS

CCE recommends that users do not use the e-mail system to send file attachments larger than 2
megabytes (MB). CCE e-mail servers are set up to give users a finite amount of disk space to
store incoming or outgoing e-mail. File attachments can consume a large portion of this
allocation and may prevent the e-mail user's account from getting any more e-mail because the
storage space has been exceeded. In addition, if you have a low-bandwidth network connection,
uploading and downloading e-mail can take an extremely long time when big attachments are
involved.

12.13 PERSONAL FOLDERS (.PST) DATA FILES

Your e-mail messages, calendar, and other items are delivered to and stored on the Exchange
Server.

12.13.1 OPENING OUTLOOK .PST FILES IN OUTLOOK 2003

Because of the size limitation for the Exchange Server, it is recommended that any messages
needing saved are moved down and stored to a local (outlook.pst) Personal Folder. To open up
an old existing Microsoft Outlook.pst file, you will need to complete the following:

e Existing employees probably already have an existing Personal Folder and these
instructions have already been performed.

1. Open the Mail Folder in Outlook if not already opened. (Click on [ Go ] =» [ Mail ]).
2. Click on [File]=» [ Open] =» [ Outlook Data File ].
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3. Change the Look IN field to the location where your outlook.pst file(s) is located (i.e.
h:\outlook, etc.).

4. Click on the [ .pst] file (i.e. outlook.pst, outlookl.pst, etc.), then click on [ OK']. The
new folder will now appear in the ALL MAIL FOLDERS section in Outlook.

5. Repeat the above steps if you have more than one outlook.pst file to convert.

If you did not have an existing .pst file from the old version of Outlook, complete the steps in
Section 12.13.2 to create a new pst. file for storage.

12.13.2 CREATING .PST FILES

You can create data files if you want to organize Outlook items into specific folders. For
example, you might want to keep all messages from a specific company in a separate data file.
When you create the data file, you can use any name for the file. The default name is Personal
Folders(0).pst, Personal Folders(1).pst, and so forth. You can use any name for the folder
associated with that data file (i.e. Meetings.pst, etc.).

Perform the following to create a .pst file:

1. With Outlook Open, click on [ Go ] =» [ Folder List ].

2. Click on [File ] =» [ New ] =» [ Outlook Data File ].

3. With [ Office Outlook Personal Folders File (.pst) ] selected, click on [ OK].
4

Beside the SAve IN: field, click on the down arrow and drill down to the h:\outlook
folder (Note: For laptop users, drill down to c:\home\firstname.lastname\outlook).

5. Change the FiLE NAME: field (Example: outlookl.pst, outlook2.pst, etc.), then click
[OK].
6. At the CREATE MICROSOFT PERSONAL FOLDERS screen, click on [ No Encryption ], then click
[OK].
In the All Mail Folders sections, the new .pst file will appear with a [+ sign in front of it. The
first .pst data file will appear as Personal Folders, the second .pst data file will appear as Personal
Folders0, then Personal Foldersl, 2, 3, etc. The default subfolders are Deleted Items and Search
Folders. To add additional subfolders, right click on [ Personal Folders ], then select [ New
Folder ]. Give the subfolder a name and with Personal Folders selected, click [ OK].

If you want to rename the Personal Folders File, right click on Personal Folder 0 or 1, etc.,
then select [ Properties for “Folder name” ]. Click on [ Advanced ]. Type the new folder name in
the Name field, replacing the Personal Folders, 0, 1, etc. name, then click [ OK ].

12.13.2.1 CONVERTING OUTLOOK 2002 PST FILES TO OUTLOOK 2003 FORMAT

E-Mail messages that need to be retained from the Exchange Server to a local workstation or
network drive in a local PST file. PST files created under Outlook 2003 are more stable as the
file size increases. It is not intended that the PST file store every e-mail message ever received
but rather messages that need to be accessed on a periodic basis.
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It is not required to convert the PST file to the Outlook 2003 format unless you are storing a
large number of messages. There is no easy conversion and the process can take a period of
time. You can use the steps in Section 12.2.2 to review the size of the current PST. You will
need to right click on the [ Personal Folder ] instead of the Mailbox — User Name. If it
approaches 300 MG you need to consider, removing messages or creating a second PST or
converting the PST to Outlook 2003 Format.

Steps to Create and Convert PST File to Outlook 2003 Format.

Perform steps found in 12.13.2 to create a PST file. The current PST is probably named
Outlook.pst and is either stored under c:\home\firstname.lastname\outlook or h:\outlook. To
determine where the current PST is located and name, perform the following steps.

After the new PST file has been created you will need to highlight the folders and e-mail
messages you want to transfer to the new PST. Basically you will need to click and drag from
one PST to the other. See the following examples.

12.13.3 AUTOARCHIVE

You can also use AutoArchive to move items to an archive file (Archive.pst). Unlike exporting,
where the original items are copied to the export file but are not removed from the current folder,
archiving copies items to the archive file and then removes them from the current folder.
AutoArchive allows you to set up a schedule and archive multiple folders at the same time at set
intervals.

e When you remove items from a Personal Folders file, your file size will not decrease
unless you Compact the file.

You can use a data file to make information, such as Contacts, available to another computer you
use or to people you work with. The easiest way to do this is to export (copy) the information to
a .pst file using the Import/Export Wizard.

12.14 UsING OuTLOOK WEB AcCESs (OWA)

Information Technology Services (ITS) has now deployed the ability for employees to access
their Exchange e-mail from their home computers. Access to the Outlook Web Access (OWA)
through Internet Explorer is now available from both internal (access by employees on USDA
network) and external (access by home computer on private network, i.e. DSL/Cable/Dialup).

When using the OWA, you would open Internet Explorer and type in the following URL address
based on your domain:

There are three entry points to the OWA (See links below), and employees are encouraged to use
the URL assigned to their region to balance the load, but they can use any one of the other links
if the designated link is not available.
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Aglo users should use the one closest to their location. (i.e. Washington D.C. users would use
Ageast; Ft. Collins users would use Agwest).

OWA URLs for both Internally and Externally

STL (Ageast Region) https://webmail-east.one.usda.gov/exchange/
KCC (Agcentral Region) | https://webmail-central.one.usda.gov/exchange/
FTC (Agwest Region) https://webmail-west.one.usda.gov/exchange/

Please note that SSL and "/exchange/" are required. If desired, the URL should be bookmarked
*after* a successful OWA login, otherwise an incorrect URL may be stored.

Refer to the following section for “Helpful Hints” on using OWA.
If you have any questions, please contact the IT Support Member responsible for your office.

12.14.1 HeLPFUL HINTS ON USING OUTLOOK WEB ACCESS (OWA)
The following are items that you should keep in mind when accessing the web site.

@& When you access OWA you can get one of the following logon screens. You will need to
input your domain\user account (agcentral\first.lastname) and then the password. The
first.lastname and password is the same as your logon account.

Microson
rn MicrosoftOffice
2. Outlook Web Access
Provided by Microsoft Exchange Server
Domaituser name: [sgiolnnocent.
Passvord [annsnans ] Lag 06
Client (what's i )
& Premam
" Basic
Security (what's tf
7 Puble: o shared conigter
™ Private computer

Figure 12.14.1.a — Possible Logon Screen
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Connect to webmail-central.one.usda.gov Elg|

=

T ‘:'1 I| =L‘

User narme:

Password:

webmail-central ane.usda, gow

|ﬂ agcentralifirst lastnarme

v

[ 1Remember my password

I Ok l [ Cancel

)

Figure 12.14.1.a — Possible Logon Screen

& Notall features of the Outlook XP client are available in OWA mode. The following
chart provides a comparison on some of the common features.

Feature XP Outlook Client OWA

Basic Features
E-mail Yes Yes
Calendaring Yes Yes
Contacts Yes Yes
Tasks Yes No
Access to embedded objects Yes Yes
Rich text Yes Yes
HTML Yes Yes
Drag-and-drop editing Yes Yes
Shortcut menus Yes Yes
Offline use Yes No
Journal Yes No
Printing templates Yes No

Advanced Features
Delegate access to mailbox Yes Yes (read-only)
Timed delivery Yes No
Expiration Yes No
Spelling checker Yes No
Reminders Yes No
Outlook rules Yes No
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&~ When employees use their home computer, ITS knows there is the risk that the machine
does not have a Virus protection software and that the definition pattern is not up-to-date.
While the Exchange Server that you are accessing does have virus protection software it
is recommended that you invest in some type of virus protection software for your home
computer.

& Ifitis necessary to use OWA on a public computer, such as the local library, be careful
on who is watching over your shoulder. It is best to avoid using a public computer, but
some situations may warrant this use.

& If apublic computer is used, it is important to remove the cached files and online history
before you leave the system. To perform this action at the Internet Explorer window,
click on [ Tools ] = [ Internet Options ] and then click on [ Delete Cookies ], [ Delete Files ]
and [ Clear History ].

Internet Options E]E|
General | Security || Privacy | Content | Comnections || Programs | &dvanced
Home page
@ﬁ Y'ou can change which page to use for your home page.
Address
[ Uze Current ] [ |Jze Default l [ |Jze Blank
Temporary [nternet files
o Fages vou view on the [nkernet are stored in a special folder
‘ far quick wiewing later.
[Delete Eou:ukjes...] [ Delete Files... l [ Settings...
Hiztay
The History folder containg links to pages you've visited, for
quick access to recently viewed pages.
[D'ayz to keep pages in hizton: a0 %
[ Calars... ] [ Fants... ] [ Languages... ] [ Accessibiliby... l
[ (1] ] [ Cancel ]
Figure 12.14.1.c — Internet Options Screen

@& When sending or storing attachments, you should take great care in what happens to the
attachment. If is contains sensitive information you need to remember that you should
not store copies on your home computer.

&

While this feature provides access to your office e-mail, remember that abusing the
system will lead to removal of this access. We all play an important part in keeping this
access secure.
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12.15 CONFIGURING OUTLOOK ON ANOTHER USDA WORKSTATION

Anytime you log onto a computer for the first time, the system will configure Outlook for you so
that you are able to check your email on that pc. This can occur if your current computer needed
to be rebuilt; you use another pc in another location, etc. and want to use someone else’s
computer.

Following you will see the process Outlook goes through the first time you log onto a computer
and the steps to perform.

1. Log onto the computer with your Regular Userid and Password.

2. You will then receive several DOS Command screens that will flash on the screen and
then the following screen message.

S The IADESMOIN2L412 to IADESMONI2L412 will be replaced with the computer
name you are logging onto along with the current date and time.

x|
Message from IADESMOINZLE1Z o TADESMOINZLE1Z on ?,1'2?,1'2005 11:12:45 &M

After Qutlook completes, make sure to log out and back in.

Figure 12.15.a - Messenger Service Screen

3. Click [OK].
4. If the USDA Licenses Material screen appears, click on [ Accept ]. Otherwise,
continue with the next step. Refer to the following screen print.

2 USDA Licensed Material - Microsoft Internet Explorer

USDA Licensed Material

The software now installed on this machine contains products licensed to the TSDA
as part of the Commeon Computing Envirenment (CCE) and 1z not to be used on
unauthorized machines. led to wun, skip out a=

w B 3] El ] [F = E] &

The Operating System and software 1z icensed for supported CCE platforms only. Jkathy.deppesprf temphde

If you have any questions concerning this licensing mformation, please contact your t-deppesStart Menu\Prog]

IEM or the Centralized Help Desk (800-457-3642)
‘ettings\kathy.deppe~De

For alist of supported platforms, see htip #fwww sciusda gow/cce/config html

Ifyou accept these conditions, press the Aeceps button below. Otherwise, press the
Refuse button below to logoff of the machine

] % G & 11:52 AW

Figure 12.15.b — USDA Licenses Material Screen
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5. The following screen will appear showing the update of Microsoft Office Professional
Edition 2003.

Microsoft Office Professional Edition 2003

_Aldl| Flease wait whils ‘#/indows configures Microzoft Office Professional
o Edition 2003

[3 athering required infarmatiar. ..

ENRRREENNNNEEE

Figure 12.15.c — Microsoft Office Professional Edition 2003 Updates

6. Once this message disappears, Outlook will begin the configuration. You will receive
the following screen print.

Configuring Outlook Accounts

Creating Welcome Message

wEEEEEBR® :

Microsoft Office Qutlook

potentially modify or replace your existing E-mail &ccount settings. Would you like

t Cutlaok is abauk ta impart infarmation inka vour E-mail Accounts, This can
L to import the account settings? {Cutlook will be opened after vou dlick Yes or Mo}

l

LTI ) A L

Outlaak

‘4 start 1§ untitled - Paint | T pocument! - MicrascF. . U, U114 AM

Figure 12.15.d — Import Outlook Information Message
7. Click[Yes].
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8.  Wait for the USer NAME screen, then click [ OK ].

User Name

2
o

|| [=ga Hamet, Jod..; |

Figure 12.15.e — User Name Screen

9. Outlook will finish configuring and open.
10. Click on [File ] =» [ Exit] to close out Outlook.

11. Log off the computer ([ Start ] =» [ Log Off ] =» [ Log Off ]) then log back in. You will
receive the following screen print.

12. If the USDA Licenses Material screen appears, click on [ Accept]. Otherwise,
continue with the next step. Refer to the following screen print.

-2 USDA Licensed Material - Microsoft Internet Explorer E”E‘E‘

USDA Licensed Material

The software now installed ot this machine contans products hcensed to the TSDA
as part of the Common Computing Envirenment (CCE) and 12 fiot to be uzed on
unautherized machines. 1led to run, skip out a=

The Operating Systemn and software is licensed for supported CCE platforms only Jkathy.deppesprftenp-de

w B EE 6

Ifyou have any questions concerning this heensing information, please contact your 1.deppeStart Menu\Prog|
IEM or the Centralized Help Desk (800-457-3642).

iettingsskathy.deppe~De
For a list of supported platforms, see httpJdfwrww sciusda gowlceelconfig html

Ifvou accept these conditions, press the deeeps button below. Otherwise, press the
Refirse tutton below to logoff of the machine.

Ty 11152 AM

Figure 12.15.f - USDA Licensed Material Screen

13.  Access Outlook and perform the steps in Section 12.1 — Configuring Outlook to Work
Offline and Section 12.2 - Schedule Automatic Send/Receive Synchronization.
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12.16 GETTING ADDITIONAL HELP IN OUTLOOK

To get additional information about features you may be interested in using, try accessing the

Outlook Help option.

1. With Outlook Open, click on [ Help ] = [ Microsoft Office Outlook Help ].

: Fle Edit Yew Go

Gadnew - S 5 X |

Inbox - Microsoft Outlook:

Tools  Actions  Help

L Reply (& Repl bo Al Frrward | Y Send/Receive ~ | ZoFind

B

Type a question for help (=

Favorite Folders

5 Inbox (3)

L3 unread Mail (11)
L For Follow Up [37
L= Sent Ttems

5 Deleted Items

[ Postmaster (3}

All Mail Folders

= &5} Mailbox - Deppe
3] Deleted Iter
L7 Drafts
[ Inbox (3)
[ Infected

|~ Mail
8-
] Tasks

| z

Calendar

Contacts

Arranged By: Date Mewest on top

=l Today

[ Kreutshera, Mark - St. Louis, MO
RE: Printing

=4 Carlson, Dennis - Urbandale, [A

Mon 6/20f2005 2:18 PM

Mon &/20f2005 2:11 PM

= | [ Tvpe 2 oo =l V. “
! putlook Help v X
Assis:ance =
Search for:
I
@3 Table of Contents

RE: Printing
Kreutsberg, Mark - St. Louig, WO
Deppe, Kathy - Des Moines, 1A

Sorry, didn't see that the first time. Glacd
it's working. Hope wou have a great dav.

Thanks,

From: Deppe, Kathy - Des Moines, IL
Sent: Monday, June Z0, 2005 2:08 FPM
To: Ereutsherg, Mark - St. Louis, MO
Subject: RE: Printing

A

€ Sfice Online

Conneck ta Microsoft OFfice
Oriline

imet the latest news abaut using
Outlook,

Automatically update this list
From the web

More...

(@] Assistance

&l Trairing

&g Communities

I 99 Downlosds

704 Items

g Online

Figure 12.16.a — Microsoft Office Outlook Help

2. Type in some keywords to search for. You can search for some of the new features
available now that we are using an Exchange such as,

12.17 SHARING OUTLOOK FOLDER(S)/CALENDAR

The following instructions provide the steps to share out your Outlook Calendar and how another
person can access the shared Calendar. Sharing other folders in Outlook will follow these basic

steps.

12.17.1 ALLOW SOMEONE ELSE ACCESS TO YOUR OUTLOOK FOLDER(S)/CALENDAR

=

The person you give access to will not automatically be notified or see any changes to

their Outlook. You will need to contact the person to let them know you have given them
access and they will need to specifically go in and open your folder(s) using the steps in

Section 12.17.2.

you will have to process each folder individually.

If you want the person to have access to more than one folder (i.e. Calendar, Inbox, etc.),

1.  While in Outlook, click on [ Go ] = [ Folder List ] unless your Folder List is already

showing up.

8/18/2005 10:22 AM
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2. Right click on the folder you want to share, then click [ Properties ].

Calendar - Microsoft Outlook

I Fle Edit Yew @o Tools Actions Help Type a question for help |+
i Fnew ~| 4 X [ gd | Today | T]pay 5] work Wesk [7]uwesk [3ijMonth | ZpFind | [ Tupe 2 contacttofird - | @) (L g,!
Calendar July 2005 e
. T o Manday Tuesday Wednesday Thursday Friday Satjsun A
SMTWTFS June 27 ] 2 0 Ty 1 2
627282930 1 2
34567589 3
10 11 12 13 14 15 16
17 18 19 20 21 [22]23
24 25 26 27
2 2 osen 5 3 7 [} [
Al Folders Open in Mew Window
0
3 5 il - Doy Close Other Calendars
i Send Link to This Folder
® 83 Contacts| 12 13 14 15 16
S Deleted | Advanced Find..
LA orafts |50 moye "Calendar”... 17
[ Inbox . N
¢ 1 Copy "Calendsr”...
- e [ E— 19 E al B B
4 Mail
@l Rename "Calendar'. .
"] calendar |~y tew Folder... #
2] Contacts Add tn My Calendars s p= p - -
= Hide From Recently Uised List
/| Tasks —_————————
Mark All 35 Read N
= | shamng... v
1 Ttem | Propeties | @] online

Figure 12.17.1.a —Folder to be Shared Submenu
3. At the CALENDAR PROPERTIES screen, click on the [ Permissions ] tab.

Calendar Properties E|
General Home Page Autoarchive
Administration Farms | Petmissions Synchronization

Marme: Permission Level:

Revigwer
Anonymous More

[ Add... ] [ Femove

Permissians

Permission Lewvel: |Reviewer hd

[Jcreate items [ Eolder owner
Read items
[ create subfolders Folder visible

Edit items Delete items
(&) Mone () More
O onn O onn
Oal Oal

[ (o] 4 l[ Cancel ][ Apply ]

Figure 12.17.1.b - Calendar Permissions Screen

4. Clickon[Add].
5. At the Abbp USERs screen, in the SHow NAMES FROM THE: field, select [ Global Address
List].

S The person you select must be on Exchange and appear in the “Global Address List”.
Your Personal Contacts list(s) will not be available.
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6. Inthe Type Name or Select from List: field, type in the last name of the person you
want to share your folder with.

S You can also scroll down the list and locate the person.

Add Lsers rg|
Type Mame or Select From Lisk: Show Mames From the:
|snyder | ilobal Address List w
| Mame Business Phone Office
aryder, Billy - Berryville, AR 70 423 2635 Carro A
Sryder, Bryan - Weskminster, MD 410-348-6696 Zarra
aryder, Carol - Ciwosso, MI (9897 23-5264 Ciwos
Sryder, Catherine - Gallipolis, OH  740-446-8636 Gallip
aryyder, Chris - Mifflintown, P& —
Sryder, Cindy - Twin Falls, ID 208 733 5380 x125 Twin F
@ snyder, Colleen (OCIOMMD) 202 720-5020 lalails)
Sryder, Dan
Snyder, Dan - Des Moines, LA 515-284-4654
Sryder, Dana - Lincoln, NE 402-437-4067 Mebrs
anyder, Desires - Muscating, IA S63-263-7944 Musce
< | >
Add Users

Add -= ] |Sn':.-'|:|er. Dan - Des Maoines, 1A |

| Advanced  wd [ (4 ] [ Cancel ]

Figure 12.17.1.c - Add Users Screen

7. Once you locate the user, click to highlight their name, then click on [ Add->]. Refer
to the following screen print.

S DO NOT change the “default” or “anonymous™ accounts

8. Click [OK]. Their name should now appear in the Name/Permission Level section.
See the following screen print.
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Calendar Properties

ANanyrous

yder, Dan - Des Maines, 14

General Home Page Autonrchive
Adrministr ation Forms | Perrnissions | Synchronization
Marmne: Permission Level;
Default Revigwer

[ Add.. | [ Remoye ] [ Properties. .. ]
Permissions
Petrmission Level: | R eviewmer e |
[ create items [ Eolder awner
Read jtems [ ]Falder contact
[]create subfolders Faolder visible
Edit items Delete items

{i} MNone '@" Mone

0w 0w

ol ol

[ K ] [ Cancel ] [ apply

]

X]

Figure 12.17.1.d - Folder Properties/Permission Screen

9. Select the [ Permissions Level ]. (i.e. the things you want this person to be able to do
(or not do) to your data). Refer to the following for explanations of each level.

S There are several default categories you can select at the “Permissions Level”” drop
down that have appropriate read/write/delete settings, or you can choose individual
settings to create your own unique access for this person
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Calendar Properties E|
General Home Page Autodrchive
Adminiskration Farms Permissions Synchronization
MNarme: Permission Level:

Default Reviewer

Anonymous

Srvder, Dan - Des Maines, T4

Add... ] [ Remoyve ] [ Properties, .,
Permissions
Permission Level: Reviewer W
Cwner
[(]create items [Publishing Editar
- Editar
Readitems |publishing Author
Author
[create subfo |Monediting Author
Edit: ikems Reviewer
Conkributar
() Mone -
{:} O _TCwn
o al al
[ []4 ] [ Zancel ] [ Apply ]

Figure 12.17.1.e - View of Different Permission Levels

[ Owner ] - Grants all permissions in the folder. Create, read, modify, and delete all
items and files and create subfolders. The owner can also change permission levels
that others have for the folder.

[ Publishing Editor ] - Grants permission to create, read, modify and delete all items
and files, and create subfolders.

[ Editor ] - Grants permission to create, read, modify, and delete all items and files.

[ Publishing Author ] - Grants permission to create and read items and files, modify
and delete items and files you create, and create subfolders.

[ Author ] - Grants permission to create and read items and files, and modify and
delete items and files you create.

[ Nonediting Author ] - Grants permission to create and read items and files.
[ Reviewer ] - Grants permission to read items and files only.

[ Contributor ] - Grants permission to create items and files only. The contents of the
folder do not appear.

[ None ] - Grants no permission in the folder. Use this as the default permission when
you want to limit the folder audience to only users you specifically add to the
Name/Role box.
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10. Select one the following Check boxes:
[ Create Items ] - Grants permission to post items in the folder.
[ Read Items ] - Grants permission to open any item in the folder.
[ Create Subfolder ] - Grants permission to create subfolders in the folder.
[ Folder Owner ] - Grants all permissions in the folder.

[ Folder Contact ] - Grants folder contact status. Folder contacts receive automated
notifications from the folder, such as replication conflict messages, as well as requests
from users for additional permissions or other changes in the folder.

[ Folder visible ] - Grants permission to see the folder.
11. Select one of the following Edit Items:

[ None ] - Does not allow changes to any item.

[ Own ] - Allows you to modify items you create.

[ All ] - Allows you to modify any item.
12.  Select one of the following Delete Items

[ None ] - Does not allow you to delete any item.

[ Own ] - Allows you to delete items you create.

[ All'] - Allows you to delete any item.

Permissions
Permission Lewvel:
[ ]create items [ ] Folder awner
Read items [ ] Falder conkact
[ create subfolders Folder visible
Edit items Delete items
@ MNone 'G} MNone
{:} Own {:} Own
Call Call
[ (04 ] [ Cancel ] [ apply ]

Figure 12.17.1.f - Example of a Reviewer Permissions Options
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12.17.2 ACCESSING SOMEONE ELSE’S OUTLOOK FOLDER(S)/CALENDAR

S Section 12.17.1 must be performed prior to being able to access someone’s Outlook
Folders.

1. While in Outlook, click on [ Go ] = [ Folder List ] unless your Folder List is already
showing up.

2. To access folders that someone else has given you permission to do so, right click on
your [ Mailbox — lastname, firstname ] then select [ Open Other Folder ] =» [ Other User’s
Folder ].

Open Other User’s Folder

|

Folder bvpe: | Inbox A

Cancel

Figure 12.17.2.a — Open Other User’s Folder Screen

3. Click on [ Name].

4.  Atthe SELECT NAME screen, in the SHow NAMES FROM THE: field, select [ Global Address
List].

S The person you select must be on Exchange and appear in the “Global Address List”.
Your Personal Contacts list(s) will not be available.

5. Inthe Type Name or Select from List: field, type in the last name of the person
whose folder you want access to. Refer to the following screen print.

Select Mame @

Twpe Mame or Select from Lisk: Show Mames from the:
pentica Global Address List R
Mame EBusiness Phone Office
Pentica, Jodi - Clarion, 1A 515-Z84-4492 [ 515-,,, Clariofts
Penzing, Ken - Holyoke, CO 970-854-2512 Usona
Peonio, Debra - Greeley, O +1 970 356 8097 x121 USDA
Peoples, Jennifer - Yuba City, C&  530-674-1461 Yuba
Peoples, Marquita - Washington, ... (202) 720-8320 5266
Peper, Karen - Balsam Lake, Wi 715-485-3138 Balsar
Wb Peperone, Carol (MFC-IRMD-SEE)  S04-426-2463 MFC-T
Wb Pepiton, Paul (NFC-FSD-ACE) S04-426-1592 MFC-F
Peplin, Todd - Redmond, OR. +1 541-923-4355 Redm
Peppel, Stacy - Chamberlain, SO +1 605 734 5413 Usona

Pepper, John - Indianapolis, I 317-290-3200 Skate
Wb Pepper, John (Office of the Insp...

Peppin, Linda - Kansas City, MO
Wb Per Uak, Per (Chief Financial OFfi...

Peragine, Kate - Newton, nc Mewki
Perales, ann - Columbus, OH 614-255-2490 x000 Colurr
Perales, Susan - Aspermonkt, TX 1 940 959 3545 STOMN
Perrel. David - Cnallala. WME (R1AY 9PAR-AERS bt
>
o ] [ )

Figure 12.17.2.b — Open Other User’s Folder Screen
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S You can also scroll down the list and locate the person.

6. Click on the User Name that owns the folder that you want to access, then click [ OK].

7. At the OpeN OTHER USER’S FOLDER screen, click on the down arrow by the FOLDER TYPE:
field and select the user’s folder you want to access (in this example: Calendar).
Refer to the following screen print.

Open Other, User's Folder, E|
Pentico, Jodi - Clarion, 16
Ealder type: w

[ 0] 4 ][ Cancel ]

Figure 12.17.2.c — Open Other User’s Folder Window
8. Click[OK].

Pentico, Jodi - Clarion, IA - Calendar, - Microsoft Outlook

: File Edit Wiew Go Favorites  Favorkes  Tools  Actions  Help Type a guestion For help

PFEHmew - | = X [ g3 | Today | [T]Day [5]Wwork Week [7]Wesk |[31]Month || |20 Find || [ Typeacontact tofind - | @) B (2 !

Calendar ‘ Look For: = Search In > Calendar Find Maw Clear Options = X |
] July 2005 3| Pentico, Jodi - Clarion, |A - Calendar Tuly 2005 S
sMmTWw TFS Monday Tuesday Wednesday Thursday Friday Satfsun -~
26 27282930 1 Z
3456789 June 27 28 29 30 July 1 2
1011 12 1314 15 16 | MET's Eirthday | |[Private Appoinkmd | [Private Appointmd | 12:00am Private ,
17 1819 2021 22 23 Private Appoinkm Fi00am CWS 3
24 25 26 27|28 29 30 Si45am Dentist
31
4 5 =] 7 & Q
My Calendars [amping Wifhavel] |[Camping wWihawel | [Private Appointmd
[ calendar F:00pm Private 0
[ calendar in Personal F
Clher I 11 12 13 14 15 16
[ Bruce, Dale - Des Main 1:00pm Check T | | 7:00am CWS McKenna Family R
Pentico, Jodi - Clarion, 7:00pm Private 7
Private Appointmg
Open a Shareo taendar,, |
Share My Calendar... 18 19 20 21 2z 23
Mancy Rogers Bir] | 1:00pm OCIO "z 7:00pm Private
24
Si45pm Private
25 26 z7 28 29 30
8:00am Al Seatc | 6:30pm Private, | 6:30pm Private . [ &:30pm Private 7:00am CWS
S:30pm Private 31
(=3 j FE| 2 ur 6:30pm Private =
1574 Items all folders are up to date. | 5] Orline ~

Figure 12.17.2.d — View of the Shared Folder

9. Their folder (Calendar, Inbox, etc) will open for you in a new window and you can
review and make changes according to the permissions set by the user.

S Ifthe user gave you access to more than one folder, you are going to have to select them
one at a time by repeating the above steps.

10. Remove the checkmark beside the name for the shared calendar under the OTHER
CALENDARS box and it will close out the shared calendar.
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13 INTRODUCING MICROSOFT OFFICE XP

This section is intended to be an overview of the new features in three of the most used
applications in Office XP: Word, Excel and Access.

13.1 OFFICE XP ENHANCEMENTS

¢ Office task panes -- Common tasks in Microsoft Office are now organized in panes that
display with your Office document. These panes allow you to continue working on your
main document while performing other tasks. Examples of these tasks would be (searching
for items, using the Clipboard Gallery to view items that have been placed on the clipboard,
etc.) Task panes vary for each Office Application.

¢ Help Screens -- The menu bar now includes a help section that allows you to type a
question and receive help on that item.

¢ Application Recovery -- This feature makes backup copies of open documents (Recovery
Documents). If the application is Not Responding (crashes) this feature will automatically
appear giving you the option of saving the document, restarting Word and opening the
recovered document. This generally preserves any documents being worked on when the
failure occurs.

Additionally, if the recovery option does not automatically appear, you can end the
application by:
1. Click [ Start] =>» [ All Programs ] =» [ Microsoft Office ] =» [ Microsoft Office Tools | =
[ Microsoft Office Application Recovery ].

2. The Microsoft Office Application Recovery Dialog Box will open.

¥ Microsoft Office Application Recovery

Ize Microgoft Office Application Recoverny to exit an application which iz not rezponding.
“'ou will be given the options to report the errar to Microsoft and, if avalable, o recowver vour

k.
Application Statusg
@ Microzoft Office Outlook, Running
W Microzoft Office \Ward Running
[ Bestart Application... ] [ End Applization... ] l LCancel J

Figure 13.1.a - Application Recovery Screen
3. Applications that are not responding can be safely ended from this dialog box.
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¢ Smart Tags -- New in-place buttons called "smart tags" let you immediately adjust how
information is pasted or how automatic changes occur in your Office programs. For
example, when you paste text from Microsoft Word into Microsoft PowerPoint, a button
appears next to the text. Click the button to see a list of choices for fine-tuning the
formatting of the pasted text. Smart tags and their associated choices vary per Office

program.

¢ Conceptual diagrams -- Word, Excel, and PowerPoint include a new gallery of conceptual
diagrams. Choose from diagrams such as Pyramid for showing the building blocks of a

relationship, Radial for showing items in relation to a core element, and more.

13.2

MICROSOFT OFFICE CUSTOMER EXPERIENCE IMPROVEMENT PROGRAM

USDA is not participating with this program. Complete the following to configure it to be a non-

participant.

1. Double click on the [ Microsoft Office Customer Experience Improvement Program |
icon in the Task Bar. Refer to the Figure below.

Microsoft OFfice Customer Experience Improvement Program

) BVRER 120 A

Figure 13.2.a — MS Office Customer Experience Improvement Program Icon

2. At the SERvICE OPTIONS screen, click on [ No. | don’t wish to participate ], then click on

[OK].

Service Options @

Category:
Customer Feedback Options
Cnline Conkent

Settings:

- ~
Customer Experience Improvement Program

“We invite wou ko join our Cuskomer Experience Improvernent Progran bo
improve the quality, reliabilicy, and performance of Microsoft software and
services,

If you accept, we will collect anonymous information about your hardware
configuration and how you use our software and services to identify trends
and usage patterns, We will also periodically download a small file to your
computer that enables us to collect information about specific errors you
encountered while using Microsoft software, When available, new help
information about the errors will also be automatically downloaded.

‘e will not collect your name, address, or any other personally identifiable
information. There are no surveys to complete, no salesperson will call, and
wou can conkinue working without inkerruption, It is simple, user-friendly, and
completely anonymous, You can leave this program at any time by dlicking
Help | Customer Feedback Options to return ko this dislog.

¥es, I .am wiling to participate anonymously in the Customer
O ves, 1 illing ticipats Iy in khe Cust
i gram. {Recommended)

Read more about the Customer Experience Improverment Program

To contact Microsoft Praduct Support Services or to make a suggestion ko w

Figure 13.2.b — Customer Experience Improvement Program Service Options screen
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13.3  MICROSOFT OFFICE WORD 2003

¢ Select Multiple Areas of Text -- Multiple areas of text can now be selected at once using
the CTRL key. (This functionality works the same as in Windows Explorer when selecting
non-contiguous files.)

¢ Find -- The Find feature can now find all instances of text, making it simple to make mass
changes to the formatting of the text. This works similar to the “Replace All” option in
Word 97, however, now all instances of text can be selected at once and the text itself can be
changed (font, color, size, etc.)

¢ AutoCorrect Smart Tags -- These appear when AutoCorrect makes a change to the
document. For example, If you type : followed by ) AutoCorrect will replace those two
characters with a smiley face when you press the space bar. In cases where you do not want
this to occur, you can use the backspace key, which will revert the characters, or you can use
the smart tags menu (click on the little blue smart tag) to revert the change. An example of
this is shown below.

&
Z -
@ | :
= 7 Change back ko )"

Skop Aotomatically Correcting ™"

= Control AutoCarrect Options, ..

¢ Smart Tags -- Smart Tags have also been added for names, addresses and dates. These
smart tags will allow you to add a name to Contacts in Outlook, obtain maps/driving
directions for an address, link dates to the Calendar in Outlook, etc. To use Smart Tag

capabilities, click on the icon and select from the Smart Tag menu.

¢ Smart Tags options can be customized by clicking [ Tools ] = [ AutoCorrect ] =
[ Smart Tags ] (Tab).

@ -|
Date: 11)13/02

Schedule a Meeting
Show My Calendar

Remove this Smart Tag

amark Tag Options. ..

¢ Styles and Formatting -- Styles are now much easier to use with the Styles and Formatting
Task Pane. Styles can now be added to lists and tables as well. Using this task pane,
formatted text can be returned to the Normal Style, removing all formatting except
hyperlinks using.
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¢ Mail Merge -- A Mail Merge Task Pane is now available. This pane walks you through the
steps of creating merge letters, labels, envelopes, etc. It makes the process of creating a
merge document much simpler. To access Mail Merge, click [ Tools ] = [ Letters and
Mailings ] =» [ Mail Merge Wizard ]. Follow the steps, reading tips and choosing items
necessary.

¢ Merge Documents — If you open a merge document that was created in a previous version
of Word, answer [ Yes ] at the prompt for converting to Word 2003.

¢ Watermark -- The watermark options have now been improved, allowing you to choose
text, pictures or a logo as the watermark for the document. To set a watermark, click
[ Format ] =» [ Background ] =» [ Printed Watermark ].

¢ Word Count Toolbar -- A new toolbar is available to show Word Count Statistics. It will
display the number of pages, paragraphs, lines, words, and characters in the document. To
view this toolbar, click [ View ] = [ Toolbars ] = [ Word Count ].

¢ Track Changes -- A new markup utility makes it easier to see revisions made with Track
Changes, placing the changes and comments in the right margin. The Track Changes view
can now also be printed.

¢ Reviewing -- The reviewing toolbar now allows all changes to be accepted or rejected at
once, as well as individually. It also allows filtering changes and comments to view by a
selected reviewer or all reviewers.

¢ Save as Web Page -- This feature has been enhanced, allowing users to remove XML tags,
if desired. These XML tags added substantially to file size in previous versions of Word.
This change allows for a much smaller web page size. To save a web page without XML
tags, click [ File ] =» [ Save As ] = [ Web Page, Filtered ].

13.3.1 TURN OFF THE TASK PANE ON STARTUP

Use this procedure to prevent the task pane from opening automatically when you start Microsoft
Office Word 2003
1. In Microsoft Office Word 2003, click on [ Tools ] =» [ Options ].
Click the [ View ] tab.
Remove the checkmark in front of [ Startup Task Pane ].
Click [OK].
Exit out of the Word.

Noas wo

13.3. READING LAYOUT VIEW

13.3.2.1 TURN OFF THE READING LAYOUT VIEW WHEN VIEWING E-MAIL ATTACHMENTS

When you open a Microsoft Word document that you have received as an e-mail attachment,
Word automatically switches to the Reading Layout View which shows more than one page of
the document on the screen. If you don’t want to use Reading Layout View for e-mail
attachments, completed the following:

1. In Microsoft Office Word 2003, click on [ Tools | =» [ Options ].

2. Click the [ General ] tab.

3. Remove the checkmark in front of [ Allow starting in Reading Layout ].
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4. Click [OK].
5.  Exit out of the Word.
13.3.2.2 TOGGLE BETWEEN THE READING LAYOUT VIEW AND NORMAL VIEW

There may be times that you want to view both Normal and Reading Layout views. This is
possible by toggling between the two different views. To complete this complete the following:

1. Open Microsoft Word.
2. Look to see if the “Read” button visually appears on the Standard Toolbar. Refer to

the following screen print.

8=

'@i Document? - Microsoft Word

! Fle Edt Visw Insert Format Tools Table  ‘Window  Help obe FDF  Acrobat Comments  Type a question Forhelp = %
Pl E 2 gl Al E B9 |9 (HRread @) TmesNewRoman - 12 - | B T U |§ !

imm el

=]

Figure 13.3.2.2.a — Read Icon Appears on Standard Toolbar
If you do not see the “Read” icon on the Standard Toolbar, click on the [ Toolbar

3.
Options ] on the right side of the toolbar, then click on [ Read ]. Otherwise, continue to
the next step. Refer to the following screen print.

¥ Document? - Microsoft Word
i File Edit Wiew Insert  Format  Tools  Table Window Help  Adobe PDF  Acrobat Comments
PSS SEATE B9 (B T TmesNewRoman 1 12 x| B
imeel % -3 E
ol v 10 |BE D EECEEENERRE R |
' ' ' wow - g ' : T |
a A4 Mormal
é $: - = . = f‘ﬂ
- ay . A
Shows Buttans an Two Rows
Add or Remove Buttons + B
Figure 13.3.2.2.b — Toolbar Options
4. Click on [ Read ] if you have not already done so. The Viewing Layout screen will

appear. Refer to the following screen print.
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I Document1 - Microsoft Word Qg
i File Edt wiew Insert Format  Tools  Table Window Help  Adobe POF  Acrohat Comments Type a question for help = X
i & A Thumbnails | & = | S | [ dlase EEFinaIShowingMarkup » Show~ | ¥} 2} v -8R - | Q-] 3 g{!

Screen 1 of 2 Screen 2 of 2 -

Figure 13.3.2.2.c — Reading Layout View

5. The Reading Layout Toolbar is now shown. To toggle back and forth between views,
click on [ Close ] to go back to normal view, then click on [ Read ] to go to the Reading
Layout view.

13.4 MICROSOFT OFFICE EXCEL 2003

¢ Smart Tags -- Like Word, Smart Tags have been added to Excel. Error Checking Smart
Tags automatically appear when the system detects what might be an error in a formula (for
instance adding a sequence of numbers and missing the last items that are stored as text —
which will not work in the formula). The error checking smart tag will display with a green
triangle in the upper left corner of a cell. When selected the smart tag icon will display next
to the cell. Clicking on the icon will provide an explanation of the possible formula
problem.

¢ Narrow Column ToolTip -- This Tip will appear when the value is too large to appear in
the column width set. The cell will still display #### but the complete value can be seen by
clicking the ToolTip.

[N R L, [
[l
12345678,90

¢ Function Screen Tips -- This Screen Tip will provide arguments for a function after the
function has been entered in the cell. This is an interactive tip and can provide help with the
function desired. Clicking the function name will provide a help screen on the function.
Clicking the argument name (i.e. numberl) and the cell location will prefill the formula

correctly.
|=SUM(B2)
[ sSUM{inumber1, [numberz], ...) |

¢ Recommended functions in the Function Wizard -- This allows you to type a natural
language query, such as "How do | determine the monthly payment for a house loan", and
the Function Wizard returns a list of recommended functions you can use to accomplish
your task.
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¢ Cut-and-paste function reference examples -- This allows you to cut and paste examples
from the help screens to help you work with the help data and understand the actions
desired.

¢ Formula error checking -- Like Grammar Check in Word, Excel uses certain rules to
check for problems in formulas. These rules can help find common mistakes. You can turn
these rules on or off individually by clicking [ Tools ] =» [ Options | =»
[ Error Checking (Tab) ].

¢ Merge and Center -- This button now acts as a toggle function. Once cells have been

merged, simply click the button to un-merge the cells.

¢ Expanded AutoSum Menu -- This function now includes some of the most often used
formulas. To access these functions, click on the down arrow next to the AutoSum button
and choose the desired function.

(= |24 4] 4 B 100
Sum
fAverage

] Counk

I
[
| Tlan: |
|
i Min |

i

|

Mare Functions...

¢ Worksheet Tab Color -- The tabs in the workbook can now be color coded for ease of use.
This can be used to separate tabs by office, function, details from summaries, etc. To
change the color of the tab, right click the [ Tab ] =» [ Tab Color ] =» choose desired color
and click [ OK].

13.5 MICROSOFT OFFICE ACCESS XP

13.5.1 FEATURES OF ACCESS

¢ Conversion Table -- A table is created when errors are encountered during the conversion
process to Access XP. This table makes it simpler to identify and address concerns created
during the conversion process.
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= 2002GSFHeonverted : Database {Access 2000 file format) D@@

Qpen g Design 5 Mew o By
Chjects Create table in Design view
Create table by using wizard
R usries ] Create table by entering data
19980aka
i Changes After Obligation Date
B Rreports Corversion Errors
E Pages Conversion Errarsl
 Macros Conversion Errors2
LenderList
(%% frde Lass Claim Table
Groups Mailing List
[#] Favaorites Outreach Table

Figure 13.4.1.a - Microsoft Access Database with Conversion Table

0 = 0 0 able L] ’
Error Description
Missing or broken YBE reference to the file 'dan2535.tlb"

There were compilation errors during the conversion or enabling of this database.@This might be due to old DAD syntax that is no
There were compilation errors during the conversion or enabling of this database.

Figure 13.4.1.b — Conversion Error
¢ File Format -- Access XP has a new file format that supports future enhancements without
requiring the data format to change, as well as faster processing of large databases.
¢ Undo/Redo -- Multiple actions can now be changed with the Undo and Redo functions in

most design views.
@ <[cx - | §

Cuk
Cuk
Cuk

Undao 0 actions

¢ PivotTable and PivotChart -- These views make it easier to analyze data for complex
patterns. (This function is similar to the function available in Excel 97). These views can
be saved as data access pages that can be viewed by anyone with Internet Explorer 5 or later.
Subforms can also be used in the PivotTable and PivotChart views.

Field List -- Pressing F8 on a form or report in design view will display the field list.

Schemas and Style Sheets -- Access also provides methods for easily controlling your data
by making it simple to create and apply schemas and style sheets. Access allows you to
easily describe and deliver rich, structured XML data to and from any application in a
standard, consistent way. For example, you can use Access to create a schema that describes
the structure of your data and then send the schema to your team members so that they know
exactly how to expect your data to appear in reports and/or charts, etc.
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¢ Subforms/Subreports -- You can now open subforms or subreports in their own Design
view window directly from within the form or report or from the View menu. Scrolling has
also been improved so that it is easier to work with subforms and subreports in Design view.

¢ Design View -- Pressing ENTER after selecting a field in the field list in form or report
Design view will automatically add the field to the form or report design surface. Pressing
CTRL+TAB will move the focus from a form or report section to a subsection.

13.6  MICROSOFT OFFICE PUBLISHER 2003

Publisher can help you create great-looking publications in the same amount of time (or less)
than you'd spend using a word-processing program. Publisher makes it especially easy by giving
you hundreds of professional designs to start from.

Publisher includes designs for newsletters, brochures, Web sites, business cards, postcards,
greeting cards, media labels, and more. And once you pick up the basic skills you need to start
and customize a publication, you'll be able to apply those same skills to the entire range of
personal and business publication types now at your fingertips.

Work productively across Microsoft Office System programs. Publisher 2003 looks and works
like other programs in the Microsoft Office System, making it easier than ever to use the right
Office tool for the task, while still making the most of your knowledge and experience with the
Microsoft Office System. New features include:

¢ Paragraph-formatting consistency with Microsoft Office Word 2003, including indents and
spacing, and line and paragraph breaks.
A new Bullets and Numbering dialog box.
The ability to find and replace text across stories and text boxes.

Backward compatibility so you can open Publisher 2003 files in Publisher 2002 and share
your files more easily.

13.7 MICROSOFT OFFICE INFOPATH 2003

InfoPath 2003 is an application that creates forms and shares data.

InfoPath 2003 does not have its own database. Instead, InfoPath 2003 supports interoperability
with various data sources using standard protocols such as XML (schemas or XML data files),
ADO (Microsoft SQL Server, Microsoft Access, etc.), and Web services. InfoPath 2003's
support for Web services allows you to create forms based on XML data that can be retrieved
and submitted using Web services, creating a rich client interface for Web services' XML data.
InfoPath 2003 can also save the raw XML file to a local PC if there is a need to work offline.
Under the hood, InfoPath 2003 totally relies on XML technologies, using XML files (with the
.XSF extension) to store all the metadata about the form, XSD (XML schemas) and scripts for
data validation, and XSLT to perform a view transformation on the XML data. (Note that DTD,
XDR, and XForms are not supported.) The resulting view is HTML.
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InfoPath 2003 is different from tools like Access and .NET in that, technically speaking, tools
like Access and .NET are used for storing and reporting structured and relational data, and
InfoPath 2003 is used for semi-structured data. With InfoPath 2003, you can have tables, nested
data, and text fields. InfoPath has built-in support for creating dynamic forms that can expand or
shrink according to the information gathering needs of the end user. Incorporating this ability
into the form does not require any special coding or customization. In fact, InfoPath 2003's
power lies in its ease-of-use (it doesn't necessarily take a developer to set up and deploy a form),
its rich interface, and its ability to easily create generic XML data that can be integrated into
other systems. InfoPath 2003 is simply a robust interface for collecting miscellaneous pieces of
data that can be used by other applications. It alone does not create full-blown applications.

13.8 MICROSOFT OFFICE PICTURE MANAGER 2003

Microsoft Photo Editor has been discontinued as a Microsoft Office component in Microsoft
Office 2003.

Microsoft Office Picture Manager 2003 is a new component in this release of Office. While it is
primarily a file management tool, and not an editing tool, it does have some image correction and
editing features.

Editing features in Picture Manager:

¢ Brightness and contrast -- Allows you to adjust the difference between light and
dark tones. You can use this feature to correct pictures that appear too light or too
dark.

¢ Color -- Allows you to adjust the hue (hue: The color attribute that most readily
distinguishes one color from other colors. A color's hue is also its name.) and
saturation (saturation: A measure of purity in a color, determined by its movement
away from gray. More gray in a color means lower saturation; less gray in a color
means higher saturation.). You can use this feature to correct pictures with colors
that are tinted or dull.

¢ Crop -- Allows you to crop (crop: To trim vertical or horizontal edges of an object.
Pictures are often cropped to focus attention on a particular area.) out unwanted parts
of a picture. You can use this feature to correct pictures that contain distracting
elements.

¢ Rotate and Flip -- Allows you to rotate pictures or flip them on the current axis of
the picture. You can use this feature to correct pictures that you have taken sideways
for a portrait orientation.

¢ Red eye removal -- Allows you to remove the red from your picture subjects’ eyes
caused by the camera's flash. You can use this feature to correct red eyes wherever
they appear.

¢ Resize -- Allows you to change the dimensions of a picture. You can use this feature
to enlarge a picture for printing or reduce it to send in e-mail messages or share on
the Internet (Internet: A worldwide network of thousands of smaller computer
networks and millions of commercial, educational, government, and personal
computers. The Internet is like an electronic city with virtual libraries, stores, art
galleries, and so on.).

V-4.1 (ABY00.60075-00.UC1-ITS) 118 8/18/2005,10:22 AM




CCE Workstation Windows XP User Reference Guide

Photo Editor editing features not supported by Picture Manager:

¢ Effects -- Sharpen, Soften, Negative, Despeckle, Posterize, Edge, Chalk and
Charcoal, Emboss, Graphic Pen, Notepaper, Watercolor, Stained Glass, Stamp,
Texturizer.

Tools -- Smudge, Sharpen, Set Transparent Color.

Image Acquisition -- You cannot create a new image from a scanner or a camera.
(In Microsoft Windows XP, the capability to create a new imagine from a scanner
and a camera is built in Microsoft Windows Explorer.)

¢ Image -- Fewer color correction options are available in Picture Manager 2003 than
were available in Photo Editor. Specifically, there is no Gamma adjustment, and you
cannot apply corrections to only one of the three color components, red-green-blue
(RGB).

¢ Properties -- You cannot explicitly specify the image resolution dots per inch (dpi)
or the color depth of images in Picture Manager 2003.

S Ifyou find that Picture Manager does not serve the required needs, contact an ITS Staff
Member to have Photo Editor reinstalled.
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14 MULTIMEDIA FUNCTIONS

One of the best features of Windows XP is the built-in multimedia capability. XP has been
designed to be media friendly, making tasks easier. The advantages of XP are immediately
evident when working with digital pictures.

14.1 DIGITAL PICTURES

14.1.1 CONNECTING THE DIGITAL CAMERA

One of the biggest advantages of Windows XP is the fact that XP supports USB connections.
USB connectivity has been available in home operating systems since Windows 95B, so you
may have experienced the benefits of USB already.

Most digital cameras can be connected to the PC directly using a USB cable. Once the digital
camera is connected, XP will automatically detect the digital camera and it will appear as a
device or drive in Windows Explorer. The example below shows a CCE Olympus Digital
Camera connected to the PC through the USB port. This camera’s memory card shows as Drive
E:\. Once displayed, files on this drive can be manipulated the same as files on any drive in the
computer.

WARNING!! Files deleted off the memory card do not go to the Recycle Bin. Do not delete files off

the camera without first making copies onto other drives of the computer.

% My Computer EE‘
File Edit View Favorites Tools  Help ;1'
O Back - 7} ? y Search = Falders m'

Address j My Computer 3 a e
Folders b4 MName Type Total Size Free Space  Comments

(B Deskian Hard Disk Drives
@ L) My Dacuments

) S Local Disk (C1) Local Disk 74.5GB 67.7GB
= My Cornputer

e Local Disk {C:)

2 Devices with Removable Storage
# 2 CD Drive (D) ——

# e Removable Disk (E:) 5D Drive (03) CD Drive
22 dara on Tadesmoin2ed01' (F <oepemavable Disk (1) Removsble Disk
¥ 2% Kathy.Deppe on 'Tadesmainz
5% shared on Tadesmoin2c001' {  Network Drives
B D’ Control Panel 7 . ! “ ™,
% 54 FTP Client Sessions S#idata on Tadesmoin... - Network Drin REMOVABLE DIsK E:
= %3 My Metwork Places B kathy.Deppe on Ta,..  Metwork Drive
- |
2l Recycle Bin S#shared on 'Tadesmoi, .. Metwork Drive REPRESENTS THE DlGlTAL
’
e CAMERA’S MEMORY CARD
D‘Control Panel System Folder DISPLAYS W”_L VARY BY ptions F
%FTP Client Sessions System Folder MAN UFACTURER
< FAES >
& objects _& Iy Computer

Figure 14.1.1.a - Windows Explorer with Digital Camera Connected
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14.1.2 VIEWING DIGITAL IMAGES

As you have already seen, there are several ways to view files in Windows XP. XP has made
viewing and manipulating digital images extremely simple. Windows Explorer and My
Computer both have “Thumbnail” and “Filmstrip” options available to look at digital pictures.
These views allow for quick scans of photo folders to find desired photos. Photos can be double-
clicked from any view to open in a larger, single photo mode. From the Menu bar, click on

[ View ] = [ Thumbnail ] or [ Filmstrip ]. Refer to the following screen prints.

Thumbnail View:

B [ADCIMAT D OLY M

6 < Local Disk (F1)
8 < Local Disk (1)
4 B Sharscbocs on s < e (Waters)

anel

In Thumbnail
View, each

Picture is Shown
in a Small Size.

Figure 14.1.2.a - Windows Explorer-Digital Pictures in a Thumbnail View

Filmstrip View:
Fie E® ‘ew Foortes  Tooh el
Qw+ O F P o rsm [ - -
i In Filmstrip
s View, the
e=" selected picture

is shown large.

Remaining Images
are shown small
and can be
selected with a
single click.

Figure 14.1.2.b - Windows Explorer (Digital Pictures in a Filmstrip View)
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Digital Pictures can be viewed full screen from either viewing mode. To view a picture in full
screen mode, double click on its image (thumbnail or filmstrip).

Full Screen Mode:

=S PB060001.JPG - Windows Picture and Fax Viewer

00 =27 | AL ae XLEHE @

T @& 7| O Inbox-Mirosoft out,., | % EXDCIMI0CLYMP

Figure 14.1.2.c - Windows Explorer (Digital Pictures in a Full Screen View)

From the full screen mode, pictures can be simple manipulations can be done using the option
buttons at the bottom of the window.

QDO EaF 2L an XLEE @

Figure 14.1.2.d - Toolbar Buttons in Full Screen View
Buttons from Left to Right:

Previous Image — Shows to the previous picture in the directory

Next Image — Shows to the next picture in the directory

Best Fit — Displays the picture to fit the window

Actual Size — Displays the picture in actual size

Start Slide Show — Displays the pictures in the directory in a slide show on screen
Zoom In / Zoom Out - Enlarges or Reduces the picture being view

Rotate (Clockwise/Counterclockwise) — Rotates the picture 90 degrees left or right
Delete — Deletes the picture being viewed

Print — Opens the Photo Printing Wizard

® & & & 6 O O o o
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Copy to — Saves the picture

Edit — Opens the picture in Microsoft Office Picture Manager 2003 (or another installed
default editor)

¢ Help - Displays help screen for pictures

14.1.3 PRINTING DIGITAL PICTURES
Printing digital pictures is easily done using the Photo Printing Wizard in Windows XP.
To access the Photo Printing Wizard:
1. Open Windows Explorer (or My Computer) and go to the location of the desired picture

2. Double click on the picture.
3. Click on the [ Print ] button.

3 Photo Printing Wizard g]

. Welcome to the Photo Printing Wizard

This wizard helps you format and print photographs from a digital
camera or scanner.

“You can alzo use this wizard to print photographs or other types of
images directly from your computer

To continue, click Mest.

Figure 14.1.3.a - Photo Printing Wizard Welcome Screen
4. At the PHOTO PRINTING WizARD screen, click [ Next ].
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R Photo Printing Wizard E|

Picture Selection
Pictures with check marks will be printed. To print all pictures, click Select All
o8|

£

[ selectal | [ Clsran |

[ < Back l[ Mest » J[ Cancel ]

Figure 14.1.3.b - Photo Printing Wizard Picture Selection Screen

5.  Select the pictures that you would like to print by clicking the check box above each
picture. To select all Pictures, click [ Select All ].

8z Photo Printing Wizard

Printing DOptions
Select the printer and paper you want to use.

‘What printer do vou want to uge’?

14199 144.12.154hp 40500063 v| [ InstallPrinter.. |

“r'our printz will look best if pou zelect the com
Printing Preferences.

Change the Print
Destination Here

Frinting Preferences

Change Printer
Options Here

[ < Back " Newt > ][ Cancel ]

Figure 14.1.3.c - Photo Printing Wizard Printing Options Screen
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6. At the Photo PRINTING WIZARD — PRINTING OPTIONS screen, you can change the printer
destination by using the drop down arrow and selecting another installed printer.
Special printing preferences (i.e. special paper types) can be designated by clicking
[ Printing Preferences ] button.

& Photo Printing Wizard

Layout Selection
Select a lagout from the choices below.

Available layouts: Print pretviews:;

v ~

3.5 x5 in. Prints

‘Wallet Prints

CrarTayT

Wallet prints:
sl w we | cropped and rotated to fit s

Murnber of times to uze each picture: i1

’ < Back ][ MNext ][ Cancel ]

Figure 14.1.3.d - Photo Printing Wizard Layout Selection Screen
7. At the PHOTO PRINTING WIZARD — LAYOUT SELECTION screen, choose the size of pictures
desired and the number of times to use each picture on the page.
8. Click [ Next].
9. Click[Finish].

14.2 INTERVIDEO DVD PLAYER

Currently the CCE workstations that have the DVD player are:

03 Gateway Laptop
04 Buy HP Laptop N6000
04 Buy HP Tablet PC 1100
04 Buy HP High End DC7100
To determine if the software for the DVD has been installed, there should be an icon on the

desktop called InterVideo WinDVD. If this icon does not appear, contact an IT Staff Member
for installation.
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Figure 12.4.a - Outline of WinDVD

Letter | Description Letter | Description
A Variable Speed Fast Forward and L Eject
Rewind
B Pause M SubPanel
C Step Reverse N Capture
D Decrease Playback Speed O Bookmark
E Time Slider P Zoom/Unzoom
F Mute Q Repeat
G Fast Rewind R Volume
H Select Speed S Increase Playback Speed
| Fast Forward T Stop
J Next Chapter u Play
K Disk Menu \ Step Forward

To play a DVD, perform the following:
1. Insert the DVD into the CD-ROM/DVD Dirive.
2. Double click on [ Intervideo WinDVD ]. The DVD should begin playing automatically.

S I the InterVideo WinDVD icon does not appear on the desktop, contact an IT Staff
Member for installation.

3. When the DVD has finished, click on [ Stop ]. Refer to the above outline for
description of the software.

4. Close out the InterVideo WinDVD window then remove the DVD from the drive.
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15 FOR LAPTOP USERS

151

CONFIGURING THE LAPTOP POWER OPTIONS

Several of the laptop Power Buttons are set so that the system will power down and go into Stand
by when the lid is closed. This should be changed so that the system is set to “Never” and “Do
nothing” to eliminate any confusion on if the laptop has been powered off or not.

To change these settings, perform the following:

1.

2.
3.
4

Right click on an open are of the laptop’s desktop, then select [ Properties ].

Click the [ Screen Saver ] tab.

In the MoNITOR POWER section, click on [ Power ].
Under the POWER SCHEMES Tab, in the PLUGGED IN section, change TURN OFF MONITOR to

[ Never].

In the RUNNING ON BATTERIES section, change all power schemes to [ Never ]. Refer to the

following screen print.

Power Options Properties

Power Schemes |ﬁ~.|arrns Power Meter | Advanced | Hibemate

b

the selected scheme.

Power schemes

. Select the power scheme with the most appropriate settings for
this computer. Mote that changing the settings below will modify

| Portable/Laptop

v

When computer is: Eap

[ Save As.. H Delete l

Settings for Portable/Laptop power scheme

Plugged in F Running on

batteries
Tum off monitar: | Mewver w | | Mewver w |
Tum off hard disks: | MNewver w | | Mewver w |
System standby: | Newver v | | Mever w |
System hibemates: |Neuer v| | v|
[ ok || Cancel |[ Aoy

Figure 15.1.a — Power Schemes Settings
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6. Click on the [ Advanced ] tab. In the POWER BUTTONS section, change the WHEN | CLOSE
THE LID OF MY PORTABLE COMPUTER field, to [ Do nothing ]. Refer to the following screen
print.

Power Options Properties

Power Schemes | Alams | Power Meter | Advanced | Hibemate

v B
"‘_L; Select the powersaving settings you want to use.

Cptions
[] Always show icon on the taskbar

Prompt for password when computer resumes from standby

Power buttons

When | press the power button on my computer:

v
When | press the sleep button on my computer:
Stand by A
| ok || cancel || sppty |

Figure 15.1.b — Advanced Power Buttons Settings

7. Click [ OK].
8. Click [ OK] to close out the DISPLAY PROPERTIES screen.

15.2 NETWORK CONNECTIONS AT OTHER USDA LOCATIONS

With the installation of the CCE Servers came Dynamic Host Control Protocol (DHCP). DHCP
allows laptop users to sit down, plug in a network connection and gain access to the USDA
network.

Depending on your particular laptop configuration, you will connect to the network through the
use of an internal card (PCMCIA) and “pigtail” that you plug the network connection into.
Some CCE laptops have network cards built in that allow you to plug the network cable directly
into the laptop. Check with your system administrator to determine the type of connection your
laptop uses.

When you get to the remote site, connectivity to the network is as simple as plugging an active
network cable into the appropriate place on your laptop. (Generally these cables are blue.)
Some offices have designated areas for their DHCP users to plug in.
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& Be careful not to plug the network cable into the modem jack of the laptop and/or plug
a phone cable into the network connection. These two cables look very similar and are
often mistaken for the other. A good test is the color of the cable.

Once connected to the network at the remote site, you should be able to log on to the domain and
access resources just as if you were in your regular office. (For printing issues, see the Finding a
Printer at Another Location Section below.)

15.3 DiAL-UP NETWORKING

Dial-Up networking will be used to access the network, e-mail and the Internet using a phone
line connection. Before Dial-Up networking can be used, it must be configured.

S Note: Your IT staff may have pre-configured dial-up networking. You may be able to
go directly to the steps in 15.3.2 to Use Dial-Up Networking.

@ If you create dial-up connection as a regular user, only you will be able to use this
connection. Another user will either have to configure a dial-up connection using the
steps in 15.3.1 or use the connection configured by the IT staff.

15.3.1 To CONFIGURE DIAL-UP NETWORKING

Dial-Up Networking should already have been configured. These instructions show how to
check to make sure it has been. If it hasn’t been, contact your IT Staff Member.

1. Logon to the computer with your domain account.

2. Right click on [ My Network Places ] and select [ Properties ].

3. Under Network Tasks in the navigation pane, click [ Create a New Connection | (or
click [ File ] =» [ New Connection ]).

At the NETWORK WIizARD screen, click [ Next ].
Select [ Connect to Network at Workplace ] and click [ Next ].
Select [ Dial-Up Connection ] and click [ Next ].

Type a name for your connection (i.e. RD-9, FSA-9 or NRCS-9) and click
[ Next]. For example, if you are setting up a connection that requires a 9 before the
number, then name this one Agency-9.

8. Type the phone number for the connection and click [ Next ].
e For FSA -- 18776833106
e For NRCS - 18884376716
e For RD - 18005582447

Special characters to include in your phone number settings when applicable:

e 8,, (When you need a 8 to access an outside line)
e 9,, (When you need a 9 to access an outside line)
e *70 (To disable call waiting, where needed)

9. Click [ My Use Only ] and then click [ Next ].

10. Click [ Finish ] to complete the initial setup.

N o gk
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11.  On the CoNNECTION screen, click [ Properties ]. If the connection screen was not
automatically displayed in the My Network Places window, right click on the
Connection you just made and select [ Properties ].

12.  On the GENERAL screen, check the phone number to ensure it is correct for the session
chosen (for the agency and with the dialing prefix).

13.  On the OPTIONS screen, click to select [ Redial if line is dropped ].

14.  On the SECURITY screen, click the check boxes for [ Show terminal window ] and [ Run
script]. Use the drop down arrow to choose the appropriate script for the agency (i.e.
kcppp for RD and NRCS, ppptac02 for FSA).

£~ RD - 9 Properties

General | Options | Secuity | Networking | Advanced

Security options

Allow unzecured password w

O Advanced [custom settings)

Interactive logon and scripting
Show terminal windaw

Bun script:

[ Ok H Cancel ]

Figure 15.3.1.a - Dial Up Networking Properties
15.  Click on the [ Networking ] tab, you will receive the following window.

Network Connections

i{' Some of the controls on this property sheet are disabled because vou do nok have sufficient privileges ko access
- them,

Figurel5.3.1.b — Networking Permission Dialog

16. Click on[OK].

17.  On the NETWORKING screen, click on [ Internet Protocol (TCP/IP) ] to highlight and click
on [ Properties ].
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f= RD - 1 Properties

General | Optians | Security | Metworking | Advanced

Tupe of dial-up server | am calling:
PPP: “Windows 95/98/MT4,/2000, Interet v |

Sethings

Thiz connection uzes the follmwing items:
= Internet P | [TCRAF)

1 =l File: and Prirter Sharing for Microsoft Networks
% Client for Microsoft Metwarls

Dezcription

Transmizzion Control Protocol/ntemet Protocol. The default
wide area network pratocal that provides communication
across diverse interconnected networks.

Cloge

Internet Protocol (TCP/IP) Properties

General |

*fou can get [P settings assigned automatically if your network,
supports this capability. Othervwize, you need to ask your network.
administrator for the appropriate 1P settings.

(%) Obtain an IP address autamatically

(D) Use the follawing IP address:

(O Obtain DMS server address automatically
() Use the following DMNS server addresses:

Preferred DWS sermver: l:l
Altermnate DMS server: l:l

[ OFK, H Cancel ]

Figurel5.3.1.c — Networking Screen of Dialup Properties

Figurel5.3.1.d — Internet Protocol (TCP/IP) Properties

18. Inthe DNS Section, select [ Use the following DNS server addresses: ].
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19. Input the appropriate DNS entry from the following for Preferred DNS Server:

Ageast: 165.221.20.16
Agcentral: 165.221.20.17
Agwest: 165.221.20.23
Aglo: Contact ITS for your location.

20.  Input your Home Domain Server IP address for the Alternate DNS Server.

21. Click [ OK] to accept the settings.
22. At the NETWORK CONNECTIONS screen, right click on the connection created and choose
[ Create Copy ].

) Complete the above step twice to make two copies.

23. Right click on the copy of connection and choose [ Rename ]. Rename the connection
as appropriate for the prefix. Right click on the connection and click [ Properties ].
Edit the phone number to have the appropriate prefix and click [ OK]. Repeat these
steps for all connections.

Marme Tvpe Status Device Mame Phone # or Hosk Address
Dial-up

L RD Dial-up Disconnecked Agere Syskems AC'I7 Mo, 18005552447

% RD-8 Dial-up Disconnected Agere Syskems AC'A7 Mo... §,,18005552447

% RD-2 Dial-up Disconnected Agere Systems AC'IT Mo...  9,,18005582447

Figure 15.3.1.e — Dial-up Status Screen

24. Click [ OK] to close the TCP/IP properties window. Your connection will now be
available for use.

15.3.2 UsSING DIAL-UP NETWORKING

Once the Dial-Up connection has been created, shortcuts to the connection can be added to the
desktop or Quick Launch Toolbar.

To use Dial-Up Networking:

1. Logon to the computer using your domain account.

2. Plug a phone cable into the modem on the computer.

3. Double click the shortcut for the Dial-Up connection (or right click on My Network
Places and double-click on the shortcut for the connection).

4. Click [ Dial ].

5.  After the Dial-Up Terminal window is displayed, enter your username and press <Enter>,
then enter your password and press <Enter>.

6. For NRCS employees, at the NL-CcS> prompt type: ppp default and press <Enter>.
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7. Click [ Done ] after the IP address has been assigned and miscellaneous characters
appear on the screen.

S To disconnect the connection, right click on the active connection in the system tray
and choose disconnect. Alternatively, you can right click on My Network Places, right
click on the connection and choose disconnect.

S When connected using Dial-up Networking, you will have access to your F and S
drives on your home server automatically. The H:\ drive is not mapped automatically.
To map a drive to your firsthame.lastname folder on your home server, you will need to
map this manually, as outlined in Section 5.8 of this guide. You will have to pick a
drive letter other than H:\ to map your firstname.lastname folder to when using Dial-
up Networking.

Warning!  Remember, when your computer is connected through Dial-Up networking there is a

cost to the government -- be concious of time spent connected to Dial-Up Networking.

15.4 PERFORMING A MANUAL BACKUP OF LocAL FILES “NIGHTLY BACKUP”

You may back up manually local files stored on the laptop. This will make a copy of all files
stored in c:\home and save it onto the local server. This process only needs to be run when the
laptop will not be on the network during the nightly backup. (i.e. powered off, laptop taken out,
etc.)

1. Click [ Start]=>» [ All Programs ] = [ USDA Applications ] =» [ Backup ] = [ Manual
Run of Nightly Backup ].

2. Press any key to continue the backup.

S  AnIT Staff member must configure the backup file to include all desired files not in
c:\home for this process to work. This process is essential for laptop users that store

files locally and users that maintain stand-alone applications that save files to the local
hard drive.

15,5 FINDING A PRINTER AT ANOTHER LOCATION

Since the ability to browse the network for printers is now available, it is easy to add printers at
remote sites. Follow the instructions in the Printing Section of this guide.
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16 TROUBLESHOOTING

16.1 TROUBLESHOOTING CHART

The following is some basic information for troubleshooting on routine problems that may occur.

Problem Possible Solution

PC Will Not Turn On Is the power cord plugged securely into the back
of the PC and Monitor? Are the power cords
plugged securely into a surge suppressor? Is the
surge suppressor plugged securely into the wall
and turned on?

Cannot Log on To PC Is your username listed correctly? If not, correct
the information listed and retry the logon. Is your
Caps Lock key on? Windows passwords are
case sensitive, so the Caps Lock should not be
on during logon. Does the bottom box have the
correct domain name (AGEAST, AGCENTRAL,
AGWEST or AGLO)? Have you tried too many
times to logon? After multiple logon attempts
within a short period of time your account will be
disabled and the local system administrator will
need to reset it.

Cannot Access Files And If you cannot access files and printers normally
Printers Needed available, logon may not have occurred correctly.

Follow the instructions in the “Starting Up and
Logging In” section of this manual to logoff and
log back in.

Cannot Print Is the printer on and stocked with paper, toner,
etc.? Ifitis a local printer is the cable connecting
the printer to the PC plugged in securely? Ifitis
a network printer, can others print to it? If so, see
“Cannot Access Files and Printers Needed”
shown above. Is the printer selected as a default
printer or manually through the program’s print
command?

PC Has Locked Up Attempt To Cancel The Application In Use When
The PC “Locked Up.” All Unsaved Information In
The Application Will Be Lost. See Instructions
Under Canceling A Task Earlier In This Manual.

Cannot Connect To NITC, E-Mail | Is the PC logged in correctly? (See “Cannot
and/or Network Resources Access Files and Printers Needed”). Is there a

blue network cable plugged into the workstation?
Is the cable plugged securely into the wall?
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16.2 USING MICROSOFT XP HELP

The built-in help files can be very useful to find solutions to your problems.
To access the help files:

1. Click [ Start ] = [ Help and Support ].
2. Type the subject you are looking for help with in the Search box and click [=»].

Help and Support Center

Q Back u Q Q Index *ngor\tes ‘&H\stov[ Swport -i] Options

Pick a Help topic

What's new in Windows Xp 3 a friend to connect to your o ith Remote Assistance
w Music, video, games, and
photos = : lows XP newsgroups
Windows basics

Pick a task
Networking and the Web

Working remotely B v mputer up- ith Windows Update
Security and administration
[3)] Find compatible hardware and software

Customizing your computer B
Accessibility

Printing and faxing
Performantce and maintenance
Hardware

Fining a problem

Send your feedback to
Microsoft

Figure 16.2.a - Windows XP Help and Support Screen
Sample help screen showing help for the topic “Printing”

®@ Help and Support Center
Qaa:k - \) \{b ﬂ Index Favorites ‘aﬂustnrz @S@pnrt li] Options
Search [RUALE @ Help and Suppott Center

] Search within I8 sdd o Eavcrites @ Change View .‘-'ﬁ Print...
Search Results
ks Found fy intis
b Browse the search results

Suggested Topics {15 resuks)

Pick a task

Chonsing the best progran to write 2
dorument

Copy afile or foider

Ondler prints of your pictures anline
Search for a file or Folder

Search for printers

Print & Help topic or page

Print & picture

rmation.

Overviews, Articles and Tutorials
Searching far Files and Folders

Help and Support Center overview
Using Outlook Express

Using Internet Explorer

Changing prinking preferences

Printing pictures tips

Priting, saving, and e-maling imagss from

Ful-text Search Matches (15 results)

Micrasoft Knonledge Base (L5 results)

Figure 16.2.b - Sample Help Topic
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This help screen can be navigated by clicking the link to any desired article in the navigation
pane, causing it to display in the window.

16.3 REQUESTING REMOTE ASSISTANCE

A new feature of Windows XP is the ability to request interactive help (called Remote
Assistance). This feature is similar to using Net Meeting, but is in a more interactive format and
can be requested and responded to at any time, making it convenient for both users.

The Remote Assistance request is sent to a recipient via an e-mail request. The recipient can
answer the request by clicking on the attachment to the e-mail request. Remote Assistance is a
very effective tool in seeking help from your IT staff. Sending a Remote Assistance request
detailing the issue will allow the staff member to research your item and then logon to your PC
to help resolve the issue.

To send a Remote Assistance request:

1. Click [ Start ] =» [ Help and Support ].

2. Inthe Help and Support window, click [ Invite a friend to connect to your computer
with Remote Assistance ].

] Help and Support Center
@ Back - () _;j g_j Index ‘;:? Favorites €4} History m Support || Options

Search LTI ) @ Help and Support Center

Set search options ‘winde wfessional

[ Ask a Friend ta hel .
ki Remote Assistance
[E] et help from Micraset

[ Go b & Windoss Web site Forum Inwite someone you trust ko help you. Using an Internet connection, anyone
running Windows %P can chak with you, view your scresn, and with your

permission, work on your computer,

B3 view imvikation status ()

Tell me more about Remote Assistance

See Also

[ About Support
[ My Computer Information
[ Advanced System Information

[ System Configuration Lty

Figure 16.3.a - Requesting Remote Assistance

3. Click [ Invite someone to help you ].

4. Use e-mail to request assistance, enter their e-mail address on the screen as shown
below, click [ Invite this person ].
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or use e-mail

Microsaofk
Cutlook

Tvpe an e-mail address:
ithelper@stusda.goy

EI_:J Irwvike this person

Ed:
| Book,

oy Sddress

Figure 16.3.b — E-Mail Address

5. Type your name (as you’d like it to appear) and the subject for your message, click

[ Continue ].

Rempote Assistance - E-mail an Invitation

Provide contact information

Instructions on how to use Remote Assistance are automatically attached ko
this invitation, Please type a personal message that includes the best way to
contact you while the invitation is open, and a brief description of the
computer problem.

From {the name you would like ko appear on the invikation):

|me.cherri.waters

Message:

[t need.heip; to ci‘langa my &éf;ﬁ\‘t‘pril:lt.é;\

Figure 16.3.c - Remote Assistance Request Configuration

6. Setthe length of time to have the request open to the recipient and select Require the
recipient to use a password, type the password in both boxes and click [ Send

Invitation ].

Remote Assistance - E-mail an Invitation

Set the invitation to expire

To lessen the chance that someone fraudulently gains access ta yaur
computer you can limit the time in which a recipient can accept a Remote
Assistance invitation, Specify the duration that this invitation will remain
open,

[os v| [pays ]

Require the recipient to use a password

For security reasons, it is strongly recommended that you set & password
that the recipient must use to connect ko your computer, Do not Use your
nebwork or Windows logon password,

Type passward: Confirm passward:

Important ‘You must communicate the password to the recipient.

Figure 16.3.d - Remote Assistance Request Configuration (cont.)
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S You must convey this password to the person that you are sending the request to. They
will not be able to respond to the request without the password. Itis NOT
recommended that you send that password via e-mail.

7. On the Microsoft Outlook Dialog Box, click [ YES].

Microsoft Qutlook

A program is krving ko access e-mail addresses vou have
skared in Qutlook, Do wou wank to allow Ehis?

IF this is unexpected, it may be a virus and you should
choose "ho",

[ 1allow access for

[ Yes ] [ Mo l [ Help ]

Figure 16.3.e - Outlook Warning Message

8. At the second Microsoft Outlook Dialog Box, wait for the warning time to pass and
click [ Yes].

Microsoft Outlook [§|

A program is krving ko automatically send e-mail on wour
behalf,

Do you wank ko allow this?

If this is unexpected, it may be a virus and vou should
choose "Ma",

Figure 16.3.f - Outlook Warning Message #2 (SEE NOTE!!)

S I you receive a dialog box similar to this one and have not used Remote Assistance to
create a message for Outlook — Say NO! This could be a virus trying to propagate
using your Outlook Address Book.

9. You should be returned to the Help and Support Window showing a successful request
has been sent.
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Remote Assistance

-
@ Your invitation has been sent successfully

If ywou are connecked to the Internet and vour invitation is accepted, wou wil
he natified that the recipient is ready ko connect ko your computer,

Tell me about connection issues

EJ Send & new invikation

Wiew invitation skatus (1)

Figure 16.3.g - Remote Assistance Request Successful

10. Close Windows Help and Open Microsoft Outlook. Click [ Send and Receive ] to ensure
that the message was sent from Outlook.
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17 USING MAGIC SELF SERVICE

Magic Self Service is another tool to assist the end user in obtaining assistance from ITS Staff.

17.1

CREATING A MAGIC DESKTOP ICON

You will access Magic Self Service through Internet Explorer. The following steps will show
you how to add the link to your Internet Explorer favorite places and create a desktop icon.

1.
2.

Open Internet Explorer

Enter the following URL in the Address Bar:
https://merlin.sc.egov.usda.gov/magicsshd

If you receive a Security Alert screen, click [ OK].
Click the [ Add ] button on your Favorite Places to add the link (Figure 17.1.a). (If
your Internet Favorites List isn’t open, click on [ Favorites ] on the title bar)

o | e R e L e e e e e e [
E 1L O I 'l 1

E e e

. o - [ i | 1 &
7R - ':I a] y ) o tec | JL€) i - ﬁ
O Back. ) x| = Yo 7 Search ,Hfz-\":) Favarites 6_::[ e -

address @j https: ffrmerlin, s egowv.usda. govimagicsshdisslog

LU 1 (] Favorite

Add...
M Intemet Explarer will add this page ba pour Fawaorites list.
[ Make available offline Liztomiz ‘ P I
M arne: 'Welcome to Self Service Desk, t i o)

E-business problems di

Figure 17.1.a — Add Favorite Window
Click [OK].
Within your Favorites, right click the [ Welcome to Self Service Desk | newly created

link in your Internet Favorites; select [ Send To ], then [ Desktop (create shortcut) ].
See Figure 17.1.b.
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2 Welcome to Self Service Desk. - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help

@Back - \ﬂ \ELI _;\J /..-\JSearch

Address |§1 https: fmerlin.sc.egov.usda,govimagicsshdfsslogin, asp

@ R

J-‘I_ o
‘?AJ( Favorites

Favorites =
add... [ organize...

[T Links 3
@ MSM.com @ r
&) Radio Station Guide

Open

Create Mew Folder u
Frint E-business
Make available offline E Ne¢
4 ] Compressed (zipped) Folder @E
Cut @ Deskkop {create shortcut)
Copy
Delete (53 My Documents
S [@ NOTERAD
Properties Printer On LPT1
) ¥P_01_10(D)
e RESETFLOPPY (01}

L P U PR R

Figure 17.1.b — Create Shortcut to Magic Self Service Web Site

17.2 REQUESTING A MAGIC LOGIN/PASSWORD OR RESET PASSWORD

The following provide steps on how to request a Magic Login and Password. These steps can
also be used if you already have a Magic Login but have forgotten your password.

1. If not at the Magic Web Site, double click the [ MAGIC (Welcome to Self Service
Desk ) ] shortcut icon on your desktop.

2. Click the language you wish to use.

2} Welcome to Self Service Desk. - Microsoft Internet Explorer,

File Edit View Faworkes Toals Help '.,'
@ Back ~ () Iﬂ \ELI ) searth ¢ Favorites 64 - &8 ] - _J i i
Address |@j hktps:ffmetlin.sc. egov.usda.gav/magicsshdfsslogin. asp vl Go Links *

E-business problems disappear

Powered by Magic Solutions.
Copyright @ 1998-2002 etwatk Assosiates, Ine. and its affiliated Companiss, All Rights Reserve a4
& S @ Internet

Figure 17.2.a - Magic Language Window
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3. On the SIGN INTO MAGIC MERLIN SELF SERVICE screen, enter the numeric portion of your e-
Auth ID (ICAMS ID) in the client ID field, then click on [ New User or Forgot
Password ].

S I your e-Auth ID is XY123456, you would enter 123456 in the client ID field.

S No password is needed to request a New User account

Address |&] https:{fmerlin.sc.agov.usds govmagicsshd{PreLogin. asprlangsettings=1 v|BJso ks *
v MAGIC
Sign Into Magic Merlin Self Service Getting Started with Self Service

cli ID: |123456 Contact the ITS Service Desk at 800-457-3642 if you experience probler
Client ID:

Password: Create a favorite web page using your browser and the URL https: #merli

Change your password immediately after login by clicking Support/Cont
an o

Submit and monitor your own Tickets!
New User or Forgot Password »
—

Selectif you are 2 New User to Magir Saf Sersice

=W oM =

oryouforgotyor Bassvord.

Figure 17.2.b — Magic Login Screen

4. Complete all fields as shown in Figurel7.2.c. This information must match the
information stored in your e-Auth or ICAMS profile.

S  Your Client 1D will only contain the numeric portion of your e-Auth ID.

S If an extension is needed on your phone number, enter that under the note portion of
the screen.

2l Welcome to Self Service Desk: New Client Registration - Microsoft Internet Explorer

File Edit Wiew Favorites Taools Help

OBacK M > Iﬂ E 0| S Searth 7 Favorites {f} -

Address Ej https:|[merlin. sc.egov. usda. gov/magicsshd/newclientregistration, asp?langsettings=1

Sign up for a Client ID or o Reset your Password

‘ New Client Registration or Forgoi Password ’—

First Mame: |Dariel
Last Name: |Paulsen

Client ID: |123456 {f Enown)

EMail Address: | daniel paulseni@st.usda. gov
Phone: |712-276-4648

Ext 103

Note: Boliled fidls axerequired.

Youwill receive an email from the ITS Service Desk reganding this request
&] Done

Figure 17.2.c — New Client Registration or Forgot Password Screen
5. Click on [ Submit ].
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6. You will get a message that you have successfully requested an account/password
(Figure 17.2.d). The password will be emailed to you. Follow the link and
instructions in the email to access Magic Self Service and change your password.

A Welcome o Self Service Desk: New Client Registration - Microsoft Internet Explorer E@‘g‘
File Edit  Wiew Favorites Tools  Help :,'
@ Back - _", \ﬂ \E‘I _ﬂ /-.‘* Search ‘;‘3‘ Favorites @Medla €_‘:( i -.,‘5 B _‘i ﬁ
Address ;@LI https:fmerlin.sc.eqov,usda,govfmagicsshd/newclientregistr ation, asp?Submit=truefstrLanlsed=1 fa? : o

Thank vou for registering.
We will contact you via email with your USER 1D and Password.

Click here to return to the login screen.

Figure 17.2.d — Thank you Screen

17.2.1  CHANGING YOUR PASSWORD IN MAGIC SELF SERVICE
1. Click on the [ MAGIC (Welcome to Self Service Desk ) ] shortcut icon on your desktop,
then choose your language by clicking on the link.

2. Enter the numeric portion of your E-AUTH ID; temporary password assigned in
your email, then click [ Sign In] (Figure 17.2.1.a).

2 https:limerlin.sc.egov. usda.govimagicsshd/Prelogin.asp?langsettings«1 - Microsoft Internet Explorer

Fls Edt View Favortes Tooks Hep H
Qo - © WA Prevet foranes @ueaa @ -5 @ [ JE
Address | ] htps: ffmerin.sc.egov.usda ogin i v .@
¥ MACGIC

Sign Into Magic Merlin Self Service Getting Started with Self Service

ClientID: 123456 Contact the ITS Service Desk at B00-457-3642 if you experience problems or select "New User or Forgot Password
ent 1D:

Password: ssssssssses] Creale a favorite web page using your browser and the URL https://merlin sc.egov.usda. gow/magicsshd

Sign In |

MNew User or Forgot Pa: ord

Change your password immediately after login by clicking Support/Contact Information

o W o =

Submit and monitor your own Tickets!

eryvatergetywa Punwerd

Bowered By Magic Sotions
Conyright ¢ 1386-2001 BMC Enter Password assigned in Email and

Hm R click Sign-In to access Magic

Figure 17.2.1.a— Magic Login Screen

3. Inthe SupPORT section on the left side of the screen, click on [ Contact Information ].

4. Replace the PAssworbD field with your new password. Refer to the following screen
print.
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A Self Service Desk - Microsoft Internet Explorer,

Qe - (0 (%] B (b Dserdh §ipravones @reda £2) -

Links @] LRA ] Directory &) Webmal @] Intranet &) Starweb @) SCIMS &) IDUnkMgr @] HRIS &) Forms &) Google &) Google Maps &) Zip+4 &) Radar ] Bark
v B e

iddress | 48] https://merlin.sc.egov. usda. govimagicsshdfLogin. asp
R =

Wi MEACZIC
oA 7]

j LogOff

| Subrit Print

= Support Management

Subrmit A Ticket Client D |050961 Fhone |(8601688-7725 Ext. [107

Show My Tickets First Name |Doris Fax L1 -
=ISupport LastName |Ostrowski cel [~

I Eeivite Diels (Mot Password | NN EMail [SMTP-{doris ostrowski@ct usda gawidoris

Contact Information K

Logoff Address ‘

City State Zip -
Building \ DMail Drop | oo |
Powered B ic Solutions H
Copyright @ 1996-2001 Network Associates, Inc Wlth neW paSSWO rd
and itz affiliated Companies.
All Rights Reserne. d.
S @ mtermet

€] Ostrawski; Doris
.. | il Document! - Micros. .. oy T AT 21 M
@ =

+5 start EE€ A | @ 1nbox - Micrasoft 0.,

Figure 17.2.1.b — Replace Password Window

S MAGIC does not function with passwords that contain a symbol (i.e. !@#$%). Itis
suggested that you make the password as simple and easy for you to remember.

5. Click on [ Submit ].
6. At the ConFIRM NEW PASSWORD screen, retype the password in the CONFIRM NEw
PAassworbD field, then click [ OK].

Warning! Magic Self Service does NOT support the use of special characters in

your password. Use letters and numbers only!

7. Click [ Submit ] again to confirm the password change.
8.  Once your password is changed, you should log off and back onto Magic using the
new password.

17.3 CREATING/SUBMITTING A MAGIC SELF SERVICE TICKET

1. Click on the [ MAGIC (Welcome to Self Service Desk ) ] shortcut icon on your desktop,
then choose your language by clicking on the link.

2. Enter your [ MAGIC Client ID ] and [ Password ], then click [ Sign In ].

3. Under SurPORT MANAGEMENT on the left side of the MAGIC window, click on [ Submit

A Ticket].
4. The form shown in the following Figure will appear with your information filled in.
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- s [T e - - =

Lnks @] R &) Directory &) Webmal &) Intranet €] Starweb &) 5CIMS &) IDlink Mgr &) HRIS &) Forms 48] Google 4] Google Maps ] Zip+4 ] Radar ] Bark
Address [@) https:ffmerin.sc.egov.usda. govjmagicsshdLogin. asp v| B o
=
[T}
- LogOft
Reset Form Email Confirmation | 2
= Support Management
Submit A Ticket Client 1> 050381 Finst Nare Doris Last Narns Dstrowski
Show My Tickets Phons  (850638-7725 Alternate Phone ||
= Support
TS Service Desk NewsFlash Office ID 60601 Office Name HARTFORD COUNTY FARM SERVICE AGENCY
Contact Information
— Site 1Dy 7734 Sits Hame WINDSOR SERVICE CENTER
City WINDSOR State CT Zip DBD36-4730
Ticket # Assigned To S§5-60Y
Opened Dus Date
Status DFEN OPEN - Pending Resolution
Subject Subject Description
Request Description or Note Submit Resolution hd
Details:  User  System - &l Page Tef [Mrecordstd b
Date Support Staff Details I Description Note Exis;
Powered By Magic Solutions
Copyright @ 1906-2001 Neterk Associates, Ine
and its atfiliated Companiss.
Al Rights Reserved
< >
&1 0strowsk: Doris 2 & Internet

Figure 17.3.a— MAGIC Ticket Screen

S The fields that have a blue background are not editable.
5. At the top of the form, place a checkmark in the box behind [ Email Confirmation ] if
you would like an email confirmation message of your ticket submission.

6. Click on the button to the right of the [ Subject ] field to receive an available list of
subjects. (See the following Figure).

LINKS 2] LKA @8] LINSCIORY @S] WEDMall 2] INCENST 8] SCaNYeD @8] SLIMD @S] IULNKMON €8] HRIS 2] FOMms 2] b000is €5] L00QIS MaDS g2 p+4 ] Radal  g2|uank

Address | @] https:jmerin.sc.egov.usda. gov/magicsshdfLogin.asp

W MALEIC
£ ! [T}
T ] LogOff
Rgset Form Email Confirmation [ |
= Support Management
St bl a Support Subjects by Description - Microsoft Internet Explorer
Show My Ticket
El Support
ITS Service Des| =
Contact Informal N
Logoff [ Support Subjects by Description
@ Deployment - FSA - GIS Deployment
& Hardware
@& Local System Admmistration
& Magic Merlin Administration Requests
& Wetwork and Telephone Issues
& Security Issues
& Software
3 Unknown Subject Request
v
Daie Support Staff Details ID Description Note Exis
Powered B: ic Solutions
Copyright® 1998-2001 Nebwork Associates, Inc
and its affiliated Companies.
Al Rights Reserve. 4
< >

Figure 17.3.b — Support Subjects by Description Screen

S This listis constantly updated with changes to the systems and software, so you need to
check carefully to determine which subject best describes your needs.
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7. Click on the book icon to the left of the subject to expand the list. The following
screen print shows Software as the subject.

LSS MNP g 7 ) VRSN ) AU ] ARV ] bt LIS ] M- NS ] WU ] M RS ] SR I e S

address | @] htps: jmerlin.sc .egow.usda. gav/magicsshdiLagin. asp ~ |
W MLACE I L=
& LL LogOft
]

E Support Management

Reset Fom Email Confirmation |

Submit A Tickel | Support Subjects by Description - Microsoft Internet Explorer
Show My Ticket|

E Support
ITS Service Des|
Contact Informa
Logoff @ COTS - Commercial-Off-The-Shelf S oftware

@&FSA - Agency Software Applications
|3 Geospatial Data Warchouse (GDW) Uity
G MFC - National Finance Center
@GHNRCS - Agency Software Applications
@03 - Operating System
GED - Agency Software Applications
@ USDA - OCIO Mainframe Applications
@UEDA - OCIO Web Applications
@&USDA Enterprise Web Applcations

[8] Unknown Subject Request

& Software b

| ¥
Date Support Staff Details ID Description Note Exis|
Powered B: ie Solutions
Copyright @ 10052001 Network Assosiates, Ino
and it affilisted Companies.
All Rights Resenie, d
£ b

Figure 17.3.c — Example Software Subject Tree

8. Drill down and choose the subject that best describes the problem you are having.
Continue to drill down as needed. The following screen print references a problem
with an Exchange Outlook Issue (COTS Commercial-Off-The-Shelf Software =
Microsoft Applications = Microsoft Outlook = Outlook issues relating to
Exchange).

A Support Subjects by Description - Microsoft Internet Explorer E]|E|E|
~

= = A
&) LIGHTNING FAX - Allows user to fax through pc
|3 McAfee Virus Scan
f@ Microsoft Applications
& Email - Exchange Mai
[8 IE - Internet Explorer Browser
B Microsoft Access
B Microsoft Binder
3 Microsoft Excel
[ Microsoft Front Page
[ Microsoft Outlook
[ Outlook Client (POP3) - Issues related to Cutlook Client on a POP3 Server
) Cutlook issues relating to Exchange (Address Lists, Etc.)
[ Microsoft PowerPoint
&) Microsoft Project
Date “P'_l;“- TRl Detal ID Description Tole Exis,

Figure 17.3.d — Example of Drilling Down the Subject Tree

S Being as specific as you can will help the ITS staff that pick up the tickets know where
your problem lies. If you can’t find the exact topic then try to pick a subject that at
least points in the general direction.
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9. Clickon[OK]. The subject description will automatically fill in. See the following
screen print.

Address | ] hitps: fimerin.sc egow. usda, gowfmagicsshd/Login. asp v B

] LogOit

Resst Foim Email Confirmation v/ 2
= Support Management
Submil A Tickst Client D 036832 Fitst Narae Daniel Last Herne Paulsen
Show o Fhons # (F121276-4548 Alternate Phone [
ESupport
(NSt Bt Miew 2 et Office D 102189 Office Name | SI0UY CIT AFEA OFFICE
Contact Information
Logoff Site 1D 6088 Site Heme SIDUX DITY AREA OFFICE
city SIOUX EITY State & Zip 511064707
Tickst # st o 560V
Opensd Dus Date

2 = sae panamg Resolution

Subject |SW_COTS_MS_CFE| Subject Description | Dutinck issuss relating to Exchangs (Address |

Stixject Informanen

(If Present) v
Defails | User  System = All Page Tofl (M recaidsld 3
Daie Support Staff Details ID Description MNote Exis
Powered B: olutions
Copwight & 1336:2001 Hetwaik Assosiates, Ine
L
All Rights Reserved
4 X
] Paulsen; Daniel & # irtemet

Figure 17.3.e — Subject/Description Fields Automatically Filled In
10.  Use the blue scroll bar on the right hand side of your screen to move to the bottom of
the page and click in the Request Description or Note field.

11. Type in a detailed description of the problem you are experiencing. Try to be clear
and concise. Refer to the following screen print.

2 Self Service Desk - Microsoft Internet Explorer [BEE]
>
o

Fle Edit wiew Favortes Tools  Help

Qe - D [#] [F] TD Oseah pravortes @Preds ) S J L
g Q0. LS

Sov i slogn o>
T

Due Dat
£ Support Management Opened R

Submit A Ticket Status OPEN OPEN - Pending Riesohition

Show My Tickets Subject |5W_COTS_MS_C[E]  Subjiect Description | Dutlook issues relating o Exchange (Address [
= Support

ITS Senvice Desk NewsFlash Subject Tnformaation

Contact Information (IF Present)

Logoff

Resolution /

Scroll Bar

T
Page Tof [0 records}.
Note Exis

Powered B: ic Solutions
Copyright ® 1586-2001 Network Associates, Inc
and its affiliated Companies.

All Rights Raserve o

Figure 17.3.f — Request Description or Note Field
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12. When you have completed typing your problem description, click on the [ Submit ].
Your request for assistance will be sent to all members of your local IT group.

S Ifat any time during completing the ticket you would like to clear the form and start
over, simply click the [ Reset Form ] button on the left side of the gray bar.

S I you are having problems determining the correct subject header, highlight the
closest subject to your problem and click [ OK ].

17.4 CHECKING THE STATUS OF YOUR TICKET

After you have submitted a Self Service Ticket, you can view the status of the ticket and when it
was submitted.
1. Log into the MAGIC Service Help Web Site.
2. Under SurpPORT MANAGEMENT on the left side of the MAGIC window, click on [ Show
My Tickets ].

R Sell Service Desk - Microsoll Internet Explorer

Fle Edt View Favortes Tooks  Help

Qe - - (2] (3 p S soweh 2 Fetes. @ o 2) - &5
Like @]IRA ] Dwtory @] Wedwal @] Ikt ] TarWinh ] 51N 48] ik Mgr @8 HRIS ] Forme 48] Googhe 48] Google Magre 38 Tipbd 8] Rlee 48] Rk
Aebdras | ) hetps: flmedin s, egov.usds. govimagcsshdiLogn.asp > m
Sy A 'E Log
Soited Dy:lncident
. E"r"":\":“":"l’em'" State - © Open @ Closed @ Both © Chent ) Degl
Subrrat ek
Show by Tickers Diouble cick on a Colrn e to o Page lofl (1 records)
S Support Incident#  Stats Staie  Open Date Diue Date Client I
e PN 1035 OFEN O 250 TG0 LOOLIL AN 0861
& Serace Desk NowsFla)
Contact Infornation
Logodl
Powered By Magic Sohutions CI ICk for IISt
Copyright @ 1000- 2001 Netwas Asseclates. Ina
and il atfilisted Companie.
Al Raghts Reserved.
»
4] Dslacmaki; Duris EX

7/ start EE A 185 b herseft o, | = 0Sesson - (24 B0) 3 Sell Sevvice koL, | b DOCUMANED - MKTOS...

Figure 17.4.a — Show My Tickets Screen
3. Double click on the ticket where the Incident # is to check on the status.
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W Solf Service Desk - Micrasafl Internet Fxplarer

Fle Edt Vew Favetes Took bl

Ora- @ 1 @G P feeveee @i @3- & Ji

Dunered Dy Magic Sabutians
Copyright® 10002001 Matuais Ass sisbas, ns

: =
dimAce —
s =
551 Sigberd I Cow Cges | Pk e
S Support : |
Submin A Tickst Chean [ TOREE Phone w [T1ZETEAG4E - |
1 Hume  Daiel Pakan
= Suppen TR S T
:5;’";,‘;‘““" Hnnitna Bejert [5W_COTS_5_0{] e Dt OR/15A8 1014 34 AM
antact Information
Lagor Hote
Bescriptlen Resolutian

| necently changnd mathinet and now iy siss
ddiess it na longet thowns bt an addiens bock

Detadls : ) User ) System & AT
i

Total Duration: 00:00:00 Pagn Tl [ ool
W3 A
(CTEr

10106 00 AW

BIZRULES HD_FRWD_GROUF Forwarded To Group STAA 1]

HD_FRWD_STAFF Forweded To StfT PEOLTZ H

Figure 17.4.b — Ticket Status Screen

S The Details section at the bottom of the screen shows you all the steps that have been
taken on this ticket since it was submitted.

4. Once the problem is resolved, the person responsible will enter the action(s) taken in
resolving the problem in the Resolution section and the ticket will then be closed.

3 Sell Service Desk - Microsoft Internet Explorer . E®
Fle Edt Vew Favorkes Took Heln [

0“"""' @ = '31 o J e Sptuiees @vede @) (5005 @ ﬂ

wit | ] et {Jromeben, ur g sk gervmagesdeLogr mp

¥ d &

=

Ul

=mat - Jervice is currently unavailable. <<< The FSA All jtsin]

Capyright ® 10062001 Hebae Assasises, ina
and s aniaied Campanies
All Rights Reserved.

] Pavtsen; Dl

i e [ Low] o]
Submil A Ticket Clhent i RS Phose # [NIETRARE Ext
‘Show My Tickets W Dot Paen
= Suppont aimem DB 10105 35 AM
Incident & Opersd (RS 3
TS Surace Desk NewsFlash Subject TW.COTE_ME_OT Do D PBFIS/06 101434 AN
Contact Information
Logofl Diase
Description Besalusion
| mcontly changed machines and now iy e B/15 - sght cheked on the addess it i contacty.
ks e o g shoves a3 an addves book Cheheaf Fass
Chehuef Dok Adcnas ook
Chascind b 1o show Tes bokder oz an emad
e bk,

Detalls : £ Uper O System & A1 Total Duation: 00;00-00 Page Tl [B sreordsls

021505 FOOLTZ HOD_FRWD_STAFF Forwudid To ST FROLTZ H
10:1437 AM

n:nxmg‘m PROLTZ HD_STATUSCHANY User Diefined Sabes Changed To CLOSED K

1 -

Figure 17.4.c — Problem Resolved and Ticket Closed
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<& This ticket can then be viewed in the future as a tool should you encounter this problem
again.

5.  All tickets can be viewed after they are closed by clicking either the [ Closed ] or
[ Both ] radio button on the Ticket Listing.

A Self Service Desk - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Qe - O \ﬂ E" ;‘, /r\JSEarch ‘s?‘\'(‘Favnrites @ reds &) (- :; )

Links @]LRA &) Dirsctory &) webmal &) Intranet &) Starweb @] 5CIM5 &) DLnkMgr @] HRIS &) Forms &) Google &) Google Maps &) Zip+4 @] Radar &) Bank

e | ] hitps:fjmerin.st.gov.usda, ov/magicsshfLogin,asp v| B

. =
o MEACZICT
bt tl "

A ] LogOft

Sorted By-Incident 1t Seaich

ST e (e State : © Open @ Closed @ Both © Client O Dept. O Company Gio To Page: [

Submit A Ticket Double click ol T

Y ouble click. on 2 Col Tite to sort Page 10f1 (1 records)
Ee— Incident#  Status Wiate  Open Date Due Daie Client ID

G 105522 OPEN 0N\ 022505 0202505 1001:21 AM 050961

ITS Service Desk MewsFlash
Contact Information
Logoff

Select Open, Closed or
Powered By Magc Soluions Both to view tickets

Copyright @ 1996-2001 Netwotk Associates, Inc
and its affilisted Companies.
21l Rights Resenved

& =z

&) Ostrowski; Doris S @ meemet

—
74 start BE & oft ... 4 s Jesk- ... | i |Documentl - Micros...

Figure 17.4.d — View Open, Closed or Both Tickets

6. When you are finished with your session, click on [ Logoff ] either in the Support
section or in the upper right corner of the MAGIC screen.

7. At the MAKE SURE ALL TICKET WINDOWS ARE CLOSED window, and click [ OK ] to confirm.
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Appendix A WIRELESS COMMUNICATIONS:

The following provides information on the Wireless technology that is available on the 2003
450E Gateway and the new 2004 HP NC6000 laptops, along with the new 2004 DC1100 HP
Compag Tablet PCs.

S The use of Wireless technology on the CCE systems requires the use of a VPN account so
that a secure connection can be created.

& There are Security risks involved with using Wireless technology. The information being
provided is just an overview of this capability. It will be up to the Agency to determine what
employees will be granted the capability.

e Enabling the wireless technology requires several administrative steps. Contact an ITS
Staff Member for the procedures.

S ltis important to disable the wireless connection on the Laptops and Tablets when using
them on a plane — See Appendix A.6. For the HP Laptop, you can simply turn off the
antenna - See Section A.5. For the HP Tablets, you can use the QMenu software - See
Section a.6.1. For the Gateway Laptop, see Section 6.2.

A.1 Policy Regarding use of Wireless Access

A Departmental working group is currently developing policy regarding the setup and
configuration of wireless networks for our offices. For now, wireless networks are not supported
in any of the Field Service Centers or State Offices.

Wireless communications can be used when a user is in need of data communications support on
their Laptop or Tablet PC, when away from the office. This could occur in Hotel/Motels,
Airports, Wireless Hotspots, Libraries, Bookstores, or at home to name a few examples.

The following steps are provided as an overview on setting up the wireless capability.

A.2 Enable Bios Setting for Wireless Adapter (Tablet PCs Only)

1. Access the BIOS settings by pressing <F10> during startup screen.
2. Choose Advanced/Device Options on the Bios Menu.
3. Change the Wireless Status to [ On ].

A.3 Enable Wireless Adapter (Laptops and Tablet PCs)

1. Log in with an “Administrative” account.
2. Right click on [ My Network Places ], then click on [ Properties ].

3. Inthe “LAN or High-Speed Internet” section, right click on [ Wireless Network
Connection ], then click on [ Enable ]. Once enabled, the Status will change from
“Disabled” to “Wireless connection unavailable".
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A.3.1 Enable Wireless Adapter on HP Tablet using QMenu

A supplemental application for the HP Tablet PC’s called QMenu is currently in testing. The
QMenu software provides several tools for the Tablet PC’s such as a utility for external

monitors, option for making network configuration changes and for quickly enabling or disabling
the wireless adapter. This application will be posted to Team Services as soon as the testing and
approval process has been completed. If you have QMenu installed on your HP Tablet, you can
use it to “Enable the Wireless Adapter”, once you’ve completed the BIOS setting in Step 1
above.

1. Login as a“Regular” user.

2. Access the QMenu application.
3. Arrow down or click on [ Turn Wireless on ].

A.4 Configuring the TCP/IP Properties (Laptop and Tablet PCs)

1. Rightclick on [ Wireless Network Connection ] again, and then click on
[ Properties |.

2. Inthe “This connection uses the following items:” section, click on [ Internet Protocol
(TCP/IP) ], then click on [ Properties ].

3. Under the “General” tab, select [ Obtain an IP address automatically ], if not already
selected.

4.  Click on the radio button in front of [ Obtain DNS server address automatically ].

< It has been found if you input a Preferred and Alternate DNS server IP Address for the
CCE domain, then you are not able to do any web browsing without a VPN connection.
In other words, you have to bring the VPN connection up first and then you are able to
perform web browsing.

5. Clickon[OK].

A.5 Wireless Connection Antenna

The HP NC600 Laptop has a button that allows a user to turn on and off the wireless antenna.
This allows the wireless adapter to always be enabled and the connection controlled by the
antenna.

For the wireless connection to work, you must first press on the “Antenna” button at the top of
the keyboard. This is the center button of the three with the (()). This will turn on a blue light
on the bottom left hand corner of the laptop which shows the wireless connection antenna has
been activated.

Once you are done, you will press the antenna button again so that the blue light is turned off and
the wireless antenna is deactivated. When you return to the office, make sure the blue light is off
as this may cause network connection problems.
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A.6 Disable Wireless Connection

Remember: It is important to disable the connection or turn off the antenna when using the
laptop on a plane. On the Gateway 450E you will want to disable the wireless connection when
you return to the office so that you do not receive the information bubble indicating that a
wireless connection is not available, see section 8.2.

In order to disable the wireless connection on the Gateway/HP Laptops and Tablet PCs, you
must perform the following:

S When the QMenu software is available for the Tablet PCs, you can disable the connection
as shown in Section 6.1.

1. Login as an “Administrative” userid.
2. Right click on [ My Network Places ], then click on [ Properties ].

3. Inthe “LAN or High-Speed Internet” section, right click on [ Wireless Network
Connection ], then click on [ Disable ]. Once disabled, the Status will change from
“Wireless connection unavailable” to “Disabled”.

A.6.1 Disabling Wireless Adapter on HP Tablet using QMenu

A supplemental application for the HP Tablet PC’s called QMenu is currently in testing and
certification and will be an option for the Tablet PC’s to turn off the wireless adapter. The
software is called QMenu. If you have QMenu installed on your HP Tablet, you can use it to
Disable the Wireless Adapter.

1. Loginas a “Regular” user.
2. Access the QMenu application.
3. Arrow down or click on [ Turn Wireless off ].

A.7 Use of Wireless Devices on Planes

From an article by Elizabeth O. Cooper entitled “How to Welcome Wireless Devices in the
Friendly Skies: Electrical and Computer Engineering Professor Studies How Wireless
Computers Interfere With Airplane Communication Systems”:

While cell phones, wireless local area networks and other portable electronic devices (PEDs)
have improved travelers’ accessibility and productivity, they can also inadvertently cause
electromagnetic interference to aircraft navigation and communication radio systems, thereby
potentially endangering all on board. According to Linda Vahala, associate professor of
electrical and computer engineering at Old Dominion, PEDs may emit electromagnetic waves,
with their signals detected by the various radio receiver antennas installed on the airplane.
Electromagnetic waves, in certain frequency windows can interfere with the GPS position
detailing the plane’s position and direction, as well as its VHF system used for communication
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“Phones, computers and other electronic devices must be turned off within 10,000 feet of the
ground,” Vahala notes. “Wireless cards inside a computer or personal electronic device can
interfere with antennas on the plane.”

S Thereis research being done to find a way to be able to provide wireless service on
planes. It is anticipated that there would be a fee for the service. Until this option
becomes available, you must turn off the antenna or disable the wireless connection when
using your laptop or tablet PC when flying.

A.8 Wireless Communications Helpful Hints

A.8.1 VPN Software for Secure Connection

When using wireless communications or direct high speed access in non USDA locations, there
are valid concerns on the security of the connection. USDA has Virtual Private Network (VPN)
software that must be used in order to access any USDA location, such as Exchange mail,
network drives to the CCE Computers, etc. when using the wireless connection. The VPN
software provides a secure tunnel (connection) so when accessing these systems we have
reduced the Security risk.

When accessing the Internet or a network outside of USDA it is extremely important that the
CCE computer that you are using stays current with the Microsoft Patches and Virus Definition
Updates.

A.8.2 Wireless Connections

The following is an example of the information bubble that may pop up in the task bar giving
you a status of the Wireless Network Connection. If you are in your office and did not turn off
the wireless connection you may periodically get the information bubble.

\i_J Wireless Network Connection
Wireless connection unavailable

Figure A.8.2.a - Wireless Network Connection Information Bubble

The following information text box is an example when the connection is present. You are
presented the text box when you move your mouse over the connection icon in the task bar.

Wireless Metwark Connection (ACTIOMTEC)
Speed: 11.0 Mbps
Signal Strength: Wery Good

Figure A.8.2.b - Wireless Network Connection Information Screen

V-4.1 (ABY00.60075-00.UC1-ITS) 154 8/18/2005,10:22 AM




CCE Workstation Windows XP User Reference Guide

To view available wireless connections, right click on the Wireless Network Connection Icon
in the lower right area of the task bar. Select, [ View Available Wireless Connections ]. You
will then receive the Wireless Network Connection status window. In the following example
there are several wireless networks available. With some wireless networks you have to click on
the “Allow me to connect to the selected wireless network even though it is not secure”
checkbox and then click on [ Connect ].

Wireless Network Connection

The fallowing wireless netwark|z] are available. To access a
wireless network, zelect it from the list, and then click Connect.

Available wireless netwiorks:

i ACTIOMTEC ~
1 linksyps
1 linksps3379 v

This wirglezz network iz not secure. Because a network,

! E key MWEP] iz not used for authentication or for data
encryption, data sent aver this nebwork. might be subject to
unauthorized access.

;&IIDW me to connect to the selected wireless netwark.,
ieven though it iz not zecure

If you are having difficulty connecting to a netwark., click Advanced.

I Caonnect ][ Cancel ]

Figure A.8.2.c — Available Wireless Networks Screen
Clicking on the [ Advanced ] button provides you the “Wireless Network Connection
Properties” window.

There are several areas of the following status window that is helpful in managing the wireless
connections.

i Wireless Metwork Connection Properties EIE|

General | Wireless Networks
Usze Windows to configure my wireless network settings

Ayvailable networks:
To connect to an available network, click Configure.

i ks ~
G ACTIONTEC
i linksys3813 v

Freferred network.s:

Avtomatically connect to available networkes in the arder listed

below:

T ACTIONTEC -~

"  airpathdpublic

% Gontrce -
[ Add. .. ] [ Bemowve ] [ Froperties ]

Learn about setting up wireless network,
confiquration.

| Advanced |

[ Ok ] [ Cancel ]

Figure A.8.2.d — Wireless Network Connection Properties Screen
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Available Networks: Shows you what current wireless networks that might be available.

Preferred Networks: This provides information on connections that may have been available in
the past. If you are in a location where you are picking up more than one connection in the
Available Networks section, and you need to restrict the system from not connecting to one of
the connections, you can highlight the connection and select [ Remove ] and the connection
will become unavailable. You can also change order of the preferred choices.

There is an option when setting up a Wireless Network to configure the router or gateway to
require a special access code to allow a computer with a wireless adapter to have access to the
network. If you are in a location where this is required, you will have to configure the
connection. As shown in the above screen, you would highlight the connection as found in the
“Available Networks” area and then you would click on [ Configure ].

For example, on home wireless networks you can configure the router or gateway to allow only
systems to access the wireless via a security code that you configure in the router or gateway.
This is where the configuration option above comes into play so that you can keep your home
system secure from the neighbors having access to your wireless connection, but yet allow the
CCE computer to access the network as well.

If a router or gateway is configured for a specific network key, you would, in most cases change
the [ Data encryption ] to WEP and then input the [ Network Key ] and [ Confirm Network
Key ] based on the configuration in the router or gateway.

Azzocistion | Avuthentication

Metwark. name [SSI0]: ACTIOMTEC
wiireless network, key

Thiz network, requires a ke for the following:

M etwork. Asuthentication: Open b
Data snciyptin: v
Metwoark, ke

Caonfirm netwaork, key:

K.ey index [advanced]: 1 -

-

[] The key iz provided for me automatically

[] This iz a computer-ta-computer [ad hoc] network ; wireless
access pointz are not uged

[ Ok ] [ Cancel ]

Figure A.8.2.e — Wireless Network Properties Screen
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A.8.3 Accessing Wireless Networks in Hotels

Some hotels when you access their wireless connection or you use their high speed internet
service require you to open Internet Explorer and answer a few questions before you are allowed
to use the network connection.

A.8.4 Costs Associated with Usage of Wireless

It is important to understand that some locations that provide wireless connectivity charge for the
access. Many Hotels offer this service at no cost, but many Airports charge a fee to use the
service. When charges are required, you will receive some type of a billing screen when you
access Internet Explorer. You will not be charged, nor will you get the service until you make
payment arrangements. You must check with your supervisor on the policy for your office on
paying for these services.

e Many local libraries are now offering free wireless connections.
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Appendix B Cisco SYSTEMS VPN CLIENT

B.1 Dial Up Networking

At this time the FSA and RD VPN accounts that are provided for using the VPN connection can
also be used for Dial-Up Networking. The 2003 Windows XP System Administration Guide and
the Windows XP Reference guide provide instructions for configuring and using a Dial-Up
Networking Session.

When using the VPN account for Dial-Up Networking the following values will be used in the
“Username” field.

RD: vpnaccountname@vesta (example first.last@vesta)
FSA: vpnaccountname@tacl (example firstinitial.last@tacl)

At this time NRCS utilizes a Mobile Access System (MAS) account as the Dial-Up Networking
account in the format of masuserid@telspec and is not associated with the VPN account.

In an effort to increase security and privacy, the SCA limits access from the Internet to computer
systems on the SCA Network. Accessing services that are protected will now require usage of a
Virtual Private Network (VPN) connection to the SCA Network. A Virtual Private Network
uses advanced encryption and tunneling to create a private network connection to the SCA
Network over the Internet. This effectively connects your remote computer directly into the SCA
Network, and allows you to access protected computer systems within the SCA Network
firewall, such as your work computer.

B.2 Removing Unneeded Profiles

There are eighteen profiles available when the Cisco VPN software is installed. Most users only
need 2 profiles: Internal and Internet for the domain they reside, i.e., Ageast, Agcentral, or
Agwest and the agency they work for, i.e., FSA, NRCS or RD. “Internal” connections cross
USDA networks, i.e., a connection use to VPN from an RD network to an FSA network.
“Internet” connections are often used to provide access from home, a hotel, or other non-office
locations.

You may delete any that are not needed.
For example, if you are a user in Agwest and work for RD, you would only need:

RD-AGWEST-INTERNAL
RD-AGWEST-INTERNET

1. Log in with a “Regular” user account.

2. Click on [ Start] =» [ All Programs ] =» [ Cisco VPN Client ] = [VPN Client ]
The VPN Client access window displays:
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# YPN Client - Version 4.0.2 (B)

Connection Entries  Status Certificates Log Ophions Help
>, r £E
@ &% Cisco SYSTEMS
Connect T e Irnpart t adify Delete l"l"'_
Connection Entries l Certificates ] Log ]
| Cannection Entry | Hast | Transpork |
FSA-AGCEMTRAL-INTERNAL 165.221.104.60 IP5ec
FSA-AGCEMTRAL-IMTERMET 165.221.105.9 IPSec/TCP
FSA-AGEASTINTERMAL 165.221.104.60 IPSec
FSA-AGEASTINTERMET 165.221.105.3 IPSec/TCP
FSA-AGWEST-INTERMAL 165.221.104.60 IPSec
FSA-AGWEST-INTERMET 166.221.105.9 IPSec/TCF
MRCS-AGCEMTRAL-IMTERMAL 165.221.104.60 IPSec
MRCS-AGCEMTRAL-IMTERMET 165.221.105.9 IP5ec/TCP
MRCS-AGEAST-IMTERMAL 165.221.104.50 IPSec
MRCS-AGEAST-IMTERMET 165.221.105.9 IPSec/TCF
MRCS-AGWEST-INTERMAL 165.221.104.60 IPSec
MRCS-AGWEST-INTERMET 165.221.105.9 IPSec/TCP
RO-AGCEMTRALINTERMAL 165.221.104.60 IPSec
RD-AGCEMTRALIMTERMET 165.221.105.3 IPSec/TCP
RO-AGEAST-IMTERMAL 165.221.104.60 IPSec
RO-AGEAST-IMTERMET 166.221.105.9 IPSec/TCF
RO-AGWESTINTERMAL 165.221.104.60 IPSec
RD-AGWEST-IMTERMET 165.221.105.9 IP5ec/TCP
Mot connected.

Figure B.2.a— VPN Client Access Window

3. Click on a Connection Entry that you want to delete to select it. The entry should now
be highlighted.

4. Click on the [ Delete ] icon.

# WPN Client - Version 4.0.2 (B)

Connection Entries  Status Cortificates Log OpNe Help

2 £ A .
2\ & B X
Caonruscd New [enport Modiy [ralete

Connection Eniries | Carificates | Log |

Figure B.2.b — Delete Screen

5. At the ARE YOU SURE YOU WANT TO DELETE THE CONNECTION ENTRY... message, click on
[ Delete ].

6. Repeat Steps 3-5 until all unneeded profiles are deleted.

B.3 Accessing Cisco VPN Client

1. Log in with a “Regular” user account.

2. Click on [ Start] =» [ All Programs ] =» [ Cisco VPN Client ] =» [VPN Client ]
The VPN Client access window displays:
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# YPN Client - Version 4.0.2 (B)

Connection Entries Status Certificates Log Options Help
o, g £i=) Cisco Sysems
Connect Mew Import b ity Delete _

Connection Entries l Certificates l Log l
| Connection Entry | Huoszt | Tranzport |
FSA-AGCENTRAL-INTERHMAL 165.221.104.60 IPSec
FSA-AGCEMTRALINTERMET 165.221.105.9 IPSec/TCP
FSA-AGEAST-IMTERMAL 165.221.104.60 IPSec
FSA-AGEAST-IMTERMET 165.221.105.9 IPSec/TCP
FSa-AGWEST-INTERMAL 165.221.104.60 IPSec
FSa-AGWEST-INTERMET 165.221.105.9 IPSec/TCP
MRCS-AGCENTRALINTERMAL 165.221.104.60 IPSec
MRCS-AGCENTRALINTERMET 165.221.105.9 IPSec/TCF
MRCS-AGEAST-INTERMAL 165.221.104.E0 IPSec
MRCS-AGEAST-INTERMET 165.221.105.9 IPSec/TCF
NRCS-AGWEST-INTERMAL 165.221.104.60 IPSec
HNRCS-AGWEST-INTERMET 165.221.105.9 IPSec/TCF
RD-AGCEMTRAL-INTERMAL 165.221.104.60 IPSec
RD-AGCEMTRAL-INTERMET 165.221.105.3 IPSec/TCF
RD-AGEAST-INTERMAL 165.221.104.60 IPSec
RD-AGEASTINTERMET 165.221.106.3 IPSec/TCF
RD-AGWEST-IMTERMAL 165.221.104.60 IPSec
RD-AGWEST-IMTERMET 1652211059 IPSec/TCP

Mot connected,

Figure B.3.a— VPN Client Access Window

3. Click on a Connection Entry that you want to connect to. The entry should now be
highlighted.

Internal is used when you are in an office using a network access, but still need
access into the USDA backbone. Such as from a University, etc.

External is used when you are connecting from an outside network access point, such
as your home (cable and DSL), or from a hotel, airport or other internet hotspot.

4. Click on the [ Connect ] icon.

# WPHN Client - Versi~a 4.0.2 (B)

Convection Enlries | Cestificates | Log |

Figure B.3.b — Connect Screen
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5. The following screen will appear. Enter your VPN Username and Password, then click
[OK].

# VPN Client | User Authentication for "FSA-AGWEST-I... [X]

Enter Uzername and Passward.

Cisco SYSTENS \j.one ||

« Paszword: |

] Cancel

Figure B.3.c — User Authentication Screen
6. Click on [ Continue ].

# YPN Client | Banner

X

YOU HAWE ACCESSED & UMITED STATES GOVERNMENT SYSTEM.

IISE OF THIS COMPUTER WITHOUT AUTHORIZATION OR FOR
PURPOSES FOR WHICH AUTHORIZATION HAS NOT BEEM EXTENDED

15 ANIOLATION OF FEDERAL Laww/ AND Céar BE PUNISHED wATH

FINES AMD IMPRISOMNMENT.

*COMPUTER FRALD AMD ABUSE ACT OF 1936 ™

[FUELIC L& 33-474)

REPORT SUSPECTED WIOLATIONS TO AGEMNCY ADP SECURITY OFFICER
IMWASHIMGTOM, D.C., AT [202] 254-3262, OR AGENCY DEPUTY

&DP SECURITY OFFICER IM EANSAS CITY, AT [216] 926-7320.

Dizconnect |

Figure B.3.d — VPN Client Banner Screen

7. When you are authenticated by and connected to the VPN, the VPN connection icon
displays in the lower right corner of the taskbar. See the following screen print.

Figure B.3.e — VPN Connection Icon

B.4 Enable VPN Client to Start before Login

You can enable the VPN Client to start before you log in on your computer. This is important
for many reasons:

¢ You will be authenticated to the domain when you log in.

e Your drives will be mapped.

e SUS access will be active for any O/S Updates.

e Your machine will be protected within the VPN from the initial login.
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Sometimes a laptop user may not need this, like when they are in their office. This option can be
turned off and on as needed, or you can just ignore the VPN Login that appears when you login

(Diagram is in step 8).

1. Log in with a “Regular” user account.

2. Click on [ Start] =» [ All Programs ] =» [ Cisco VPN Client ] =» [VPN Client ]
The VPN Client access window displays:

# VPN Client - Yersion 4.0.2 (B)

Connection Entries  Status Certificates Log Options Help

2 | &
Connect Mew Irpart
Connection Entries ]Eertificates ] Log ]

| Connection Entry

FSA-AGCENTRAL-INTERNAL 16522110460 IPSec

FSAAGCENTRALANTERNET
FSAAGEASTANTERMNAL
FSAAGEASTANTERMNET
FSAAGWEST-INTERNAL
FSA-AGWEST-INTERNET
NRCS-AGCENTRALINTERNAL
NRCS-AGCEMTRALINTERMET
NRCS-AGEAST-ANTERNAL
NRCS-AGEASTNTERMNET
NRCS-AGWESTANTERNAL
NRCS-AGWESTANTERNET
RD-AGCENTRALANTERNAL
RD-AGCENTRALANTERMET
RD-AGEASTANTERMAL
RD-AGEASTANTERMET
RD-AGWESTANTERMAL
ROD-AGWESTANTERMNET

h % Cisco SvsTems
Modify Delete M_
| Host | Tranzport |
165.221.105.9 IPSec/TCP

165.221.104.60 IPSec

165.221.105.9 IPSec/TCP

165.221.104.60 IPSec

165.221.108.9 IPSec/TCP

165.221.104.60 IPSec

165.221.105.9 IPSec/TCP

165.221.104.60 IPSec

165.221.105.9 IPSec/TCP

165.221.104.60 IPSec

165.221.105.9 IPSec/TCP

165.221.104.60 IPSec

165.221.108.9 IPSec/TCP

165.221.104.60 IPSec

165.221.105.9 IPSec/TCP

165.221.104.60 IPSec

165.221.105.9 IPSec/TCP

Mot connected.

Figure B.4.a - VPN Client Access Window

3. Click on [ Options ] = [ Windows Login Properties ] from the toolbar. The following
screen will appear:

# YPN Client | Windows Logon Properties E|

Use these options to rezolve Windows logon iszues regarding NT domaing and roaming profiles.
Press F1 for more information.

Allow launching of third party applications before logon
[&pplication Launcher, Third party dial-up application)

v Dizconnect WPH connection when logaging off

0K | Cancel |

Figure B.4.b — VPN Client Windows Logon Properties Screen

4. Place a checkmark in front of [ Enable start before logon ].

5. Clickon[OK].

6. Restart your workstation. You now have the VPN client configured to start prior to

login.

7. When your system reboots, and you press <Ctrl> + <Alt> + <Del>, in additional to the
regular login window, you will get the following:
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# YPN Client - Version 4.0.2 (B)

Connection Entries

Cisco SysTEms

Connect

Mot connected.

Figure B.4.c — VPN Client Connection Entries Screen

8. Select the connection that you want from the list and click on [ Connect ].

9. The following screen will appear. Enter your VPN Username and Password, then click
[OK].

# VYPN Client | User Authentication for “FSA-AGWEST-L... [‘S__(I

Enter Usermame and Password,

Cisco SYSTENS |jccpame, ]

« Password: |

ak | Cancel |

Figure B.4.d — User Authentication Screen
10. Click on [ Continue ].

# VPN Client | Banner,

]

TOU HAWE ACCESSED & UMITED STATES GOVERMMENT SWSTEM.

IJSE OF THIS COMPUTER wWITHOUT AUTHORIZATION OF FOR
FPURPOSES FOR WHICH AUTHORIZATION HAS NOT BEEM EXTENMDED

15 AYIOLATION OF FEDERAL LA AMD CaM BE PUMISHED wITH

FIMES AND IMPRISOMMENT.

“COMPUTER FRALD AMD ABUSE ACT OF 1986 *

[FUELIC L& 33-474)

REPORT SUSPECTED %IOLATIONS TO AGEWNCY ADP SECURITY OFFICER
INWASHINGTOM, D.C., AT [202] 254-8262, OR AGEWNCY DEPUTY

&DF SECURITY OFFICER IM EANSAS CITY, AT [816] 926-7320.

Dizconnect |

Figure B.4.e — VPN Client Banner Screen

11. Click on [ Continue ], then log in as you normally would. You will be authenticated to
the domain when you login.
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Appendix C HELPFUL HINTS FOR CHANGES IN UPDATE #2

This section is to assist you with some of the changes that are available with Update2.

C.1 View of Word Attachment in Email

When a user opens a word attachment in Email, by default, the view of the document will show
two pages of the document. Click on the “More information about Reading Layout” link and it
will describe how to turn off this option. Basically the steps are to click on [ Tools ] =

[ Options ], then click on the [ General ] tab and remove the checkmark in front of

[ Allow starting in Reading Layout ], then click on [ OK ].

C.2 Rural Development Business Card Template

Rural Development offices may experience a problem where a business card template which was
released by the National Office will have the Rural Development logos appear up-side-down
when they are opened in Office 2003. The logos can be corrected by performing the following
action.

Click on [ Tools ] = [ Customize ] = [ Commands ]

Under categories click on [ Drawing ]

Find the [ Flip Vertical ] icon and drag it up to an area in the tool bar.

Open the business card.

Click on the graphic logo so it is highlighted and click on [ Flip Vertical ] tool bar
icon.

6. Save the document.

a bk~ wn e

C.3 Attachments in Email Opening as “Read-only”

When using Outlook 2003 and opening an attachment straight from the Reading Pane, the
document opens as Read Only and will always open Read Only while the Reading Pane is active
(for HTML and Plain Text). Turning the Reading Pane off appears to correct this problem. To
turn it off, go to [ View ] = [ Reading Pane ] = [ Off ].

We have also found if the reading pane is set to bottom and if you double click on the message
so the message opens in its own pane and then open the attachment, it does not open as a read
only document.

C.4 Markup Text Appearing or Reappearing in Word Document

Markup text may reappear when you open or when you save a document of Word 2003. When
you open or when you save a Microsoft Office Word 2003 document, markup text (comments,
ink annotations, insertions and deletions, and formatting changes) that you turned off in the
document the last time that you saved it may appear again .

This behavior is a design change to show markup text immediately when you open the
document. This design change is intended to help you from accidentally sending a document that
contains changes that you do not want seen.
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To change this behavior and to retain the Reviewing options as you did in Word 2002, follow
these steps:

1. Start Word 2003, and then open your Word 2003 document.

2. On the Tools menu, click Options.

3. On the Security tab, click to clear the Make hidden markup visible when opening or
saving check box.

4. Click OK to close the Options dialog box.

5. Make a change in the document, such as type a space, delete the space, and then save
your document.

S If you do not perform Step 5 and make a change in your document, the change that you
made to the Make hidden markup visible when opening or saving option may not take
effect the next time that you open your Word document.

Also, if you go in and turn off the option in word and you have Outlook open, you have to close
Outlook and then open it again.

C.5 Mail Merge Documents

After Update2 has been completed for user, you will have to modify mail merge documents by
performing the following for each mail merge document.

1. Access Word and open the mail merge document. You will receive a message similar
to the following:

Microsoft Office Word &|

Cpening this document will run the Fallowing SQL command:

! E SELECT * FROM “Wage_06_2005§

Data from your database will be placed in the document, Do you want ko conkinue?

Figure C.5.a — Microsoft Office Word Screen

2. Clickon[ Yes]and it will create the mail merge correctly and everything should
work fine.
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C.6 CRITICAL - Configuring Outlook to Work Offline

All users that have been using the Offline Function of Outlook will need to change a setting after
Update 2 has been performed. Have the user access Outlook and perform the following steps:

1. In Qutlook, click on [ Tools ] =» [ E-mail Accounts ].

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() Add a new e-mail account

(®) ¥iew or chanae existing e-mail accounts:

Directory

() Add a new directory or address book
(O Wiew or change existing directories or address books

[ Mext = ][ Close

Figure C.6.a - E-mail Accounts Screen

2. With [ View or Change existing email accounts ] selected, click [ Next ].
3. Click [ Change ].
4. Place a checkmark in front of [ Use Cached Exchange Mode ].

E-mail Accounts 7|
Exchange Server Settings
‘ou can enter the required information to connect ko yvour Exchange server.
Type the name of vour Microsoft Exchange Server computer. For information, see wour
system administratar,
Microsoft Exchange Server:
Type the name of the mailbox set up For wou by your administrator. The mailbox name
is usually wour user name.
User Mame: |Deppe, Kathy - Des Moines, L4
Mare Settings ...
[ < Back, “ Mext = I [ Cancel ]

Figure C.6.b - Use Cached Exchange Mode Selection Screen
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5. Click on [ Next ]
6. Click on [ Finish].
7. Have the user perform a [ Shift F9 ] to perform a full Send/Receive.

The User can now toggle between on-line and off-line mode by right clicking on the
online/disconnected icon in the lower right corner of the Outlook window.

C.7 Offline Storage Folders Do Not Stay Synchronized

There is an additional step to try if the Offline store folders still will not stay synchronized.
Click on [ Tools ] =» [ Send/Receive | = [ Send/Receive Settings | =
[ Define Send/Receive Groups ] = [ Edit ].

Under Folder Options, right click on each Folder that needs to be synchronized (should have a
checkmark in front of it) and select [ Apply Options to All Checked Folders ]. Note: If there
are sub-folders, then perform again and select [ Apply Options to All Checked Subfolders ].

Information: The "Use Cached Exchange Mode™ option allows you to switch between Offline
and Online mode without exiting Outlook. You right click on the Icon in the task bar and toggle
between [ Work Offline and being Connected ].

C.8 Additional Outlook Configuration Issues

If Outlook becomes corrupt for the user when you have tried to change some of the configuration
items or Outlook locks up when setting up Offline storage, you can no longer right click on the
Outlook icon to get into the settings for Outlook. Instead click on [ Start ] = [ Control Panel ]
= [ Mail ].

If a user logs on for the first time, and the configuration of Outlook runs because the
migrate.now file is in the H: or S: drive, there will be a net send performed to the screen to
indicate after Outlook is configured to log out of Outlook and log off the workstation and log
back on. The second time they log on they should get the notice screen.

In the existing version of Outlook, a PST file can become corrupt if the file becomes too large.
Outlook 2003 PST files are more stable as the file size increases. Itis NOT required to convert
the existing PST files to Outlook 2003 format as outlined in Section 12.13 of the Winbows XP
USER REFERENCE GUIDE unless you need to take advantage of the large file size. You can open the
existing PST file in Outlook 2003, but it will not convert it to the Outlook 2003 format unless
you complete the steps outlined in Section 12.13.2.1.

If you have rules setup in the existing version of Outlook, they will transfer over to Outlook
2003. But any rule that uses a specific folder to move messages to may have to be edited. If you
converted to Outlook 2003 format, it may change your specific folder to “folder” and then you
will have to redefine where that “folder” should be.

C.9 Disabling Javal1l.5in IE

Java in IE — If this is checked, it will not allow the Security Training in AgLearn to run. This
also affects the RILOE card access to a server which is only used by the ITS Staff.

Disable Java 1.5 in the IE — Internet Options — Advanced
Uncheck [ Use JRE 1.5.0_01 for <applet> ]
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C.10 Microsoft Office Toolbar

Microsoft does not support or provide a Microsoft Office toolbar in Office 2003. A Quick
Launch Toolbar has been created to replace the Microsoft Office toolbar. The specific
instructions regarding this are located in the XP Reference Guide (Section 4.4). Users can
complete these tasks as needed.

C.11 Microsoft Photo Editor Discontinued

Microsoft Photo Editor has been discontinued as a Microsoft Office component in Microsoft
Office 2003.

Microsoft Office Picture Manager 2003 is a new component in this release of Office 2003. While
it is primarily a file management tool, and not an editing tool, it does have some image
correction and editing features.

We are working on an alternative method of re-installing Photo Editor, if needed.

Editing features in Picture Manager:

= Brightness and contrast: Allows you to adjust the difference between light and dark
tones. You can use this feature to correct pictures that appear too light or too dark.

= Color: Allows you to adjust the hue (hue: The color attribute that most readily
distinguishes one color from other colors. A color's hue is also its name.) and saturation
(saturation: A measure of purity in a color, determined by its movement away from gray.
More gray in a color means lower saturation; less gray in a color means higher
saturation.). You can use this feature to correct pictures with colors that are tinted or dull.

= Crop: Allows you to crop (crop: To trim vertical or horizontal edges of an object.
Pictures are often cropped to focus attention on a particular area.) out unwanted parts of a
picture. You can use this feature to correct pictures that contain distracting elements.

= Rotate and Flip: Allows you to rotate pictures or flip them on the current axis of the
picture. You can use this feature to correct pictures that you have taken sideways for a
portrait orientation.

= Red eye removal: Allows you to remove the red from your picture subjects' eyes caused
by the camera's flash. You can use this feature to correct red eyes wherever they appear.

= Resize: Allows you to change the dimensions of a picture. You can use this feature to
enlarge a picture for printing or reduce it to send in e-mail messages or share on the
Internet (Internet: A worldwide network of thousands of smaller computer networks and
millions of commercial, educational, government, and personal computers. The Internet
is like an electronic city with virtual libraries, stores, art galleries, and so on.).

Photo Editor editing features not supported by Picture Manager

= Effects: Sharpen, Soften, Negative, Despeckle, Posterize, Edge, Chalk and Charcoal,
Emboss, Graphic Pen, Notepaper, Watercolor, Stained Glass, Stamp, Texturizer.

= Tools: Smudge, Sharpen, Set Transparent Color.

= Image Acquisition: You cannot create a new image from a scanner or a camera. (In
Microsoft Windows XP, the capability to create a new imagine from a scanner and a
camera is built in Microsoft Windows Explorer.)
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= Image: Fewer color correction options are available in Picture Manager 2003 than were
available in Photo Editor. Specifically, there is no Gamma adjustment, and you cannot
apply corrections to only one of the three color components, red-green-blue (RGB).

= Properties: You cannot explicitly specify the image resolution dots per inch (dpi) or the
color depth of images in Picture Manager 2003.
C.12 Important User Reference Guide Sections to Review

The following sections of the User Reference Guide are helpful to review now that XP Update 2
has been added to the workstation.

Section Number

Description

Section 4.4 Customizing the Quick
Launch Toolbar

This section provides information on how to
utilize the Quick Launch Toolbar which has
replaced the Microsoft Office Toolbar.

Section 8.1 Adobe Acrobat 6.0 Standard

This section provides information on using
the Adobe Acrobat 6.0 software. It includes
information on how to create a “pdf” file.

Section 8.2 McAfee Use and Updates

Information on the use of McAfee and how
to check for the current definition version
and how to perform a manual update.

Section 8.4 Windows Media Player

This software requires additional
configuration the first time it is used.

Section 8.6 QuickTime Player

This software requires additional
configuration the first time it is used.

Section 12 Using Microsoft Outlook (E-
Mail)

Many changes have taken place with the new
version of Outlook. This section documents
those changes.

Section 12.3 Adding Favorites to the
Outlook Menu Bar

Favorites must be manually configured to
show up in the Outlook Menu Bar.

Section 12.4 Changing the View in
Outlook

This optional change helps Outlook 2003
look like the previous version.

Section 13.2 Microsoft Office Customer
Experience Improvement Program

This section provides steps on how to
remove the Customer Experience
Improvement icon from the task bar.

Section 17 Using Magic Self Service

This section provides information on how to
use the Magic Self Service tool to generate
requests for support to the ITS staff.
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